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1. STORING YOUR COMPANY DOCUMENTS AND
REQUIREMENTS

CCD will allow you to store copies of all your standard letters for ease of use
and storage. Before you can use these letters some set up is required.

Firstly, if you have a preferred format that you like your letters to be produced
in i.e. a company setting for font style, size and colour it is possible to direct
your CCD to a pre-saved MS Word template. This ensures that when letters are
output from CCD to MS Word they will appear in the company default format.

You must first set up a Word document Template (.dot) file. Go into a blank MS
Word document set the font style size & colour, set tabs and leave the curser

flashing where printing is to start (below any printed letter head).

— a
U] | aspbeene | aambeene AaBbC AaBbce AAD 4aBbce = % =
Chang

2= [ii=| | Tdormal |7MoSpaci.. Headingl Heading2 Title Subtitle | _ Change |
L Styles~ ||k ¢

styles Gl Ee

4 Copy
J Format Painter
Clipboard

Set the font
size style and
colour.

Set the
curser to
where the
letter is to
start.

Once the template is set, save it as a template to a shared location. (The
template needs to be accessible to all CCD users).
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| ;[\_;l'—'|E| « My Documents » Documents »

‘ Urganze =

aEg ol
HaE Views = ‘ New Folder

Nameﬁ Date modified Type Size
& brouchure

@Music

Favarite Links

J Templates

M
e | [ My Data Sources
Folders ¥ | s My Pictures
Bl Desktop * | @ My Received Files Save _1.0 a shared
[EF Alison Street ‘: B e o location and ensure
i public L B videos it is saved as a
1% Computer ; . .
e & VMCLite template file.
& Network & VoiceCenter p
M silicon =

oo

m

File name: CCDletterternplate.dot \
Save as type: | Word 97-2003 Template (*.dot) )

/(gs: Add a tag

[] Save Thumbnail

= Hide Folders Tools = I Save | [ Cancel

Open up CCD and go to the set-up module.
CAPITA

FINANCIAL SOFTWARE

Click to wview our new training coursed
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CAPITA System setup

FINANCIAL SOFTWARE

D
Setup echnical configuration

Passwords Commissians Advanced

&pplications

Word processing Data Software Extracts Marketing tags

e

Document location

Store documents st this location [CiiLink\My PDFs Browse
-
E-mail i . ; -
Edit in Email Package bafore sending. Email iz loaded E
Ik Configure Email foater
[ B word i
f g ord processin
@ L | Location of date in correspondence relative to address [gbove
Default output to MS Word™ E

Ik Configure setup for MS Word™
e
Quit 2222 .
Click here to add the
template location to CCD.
@'I Word Expo~___ J Lﬁ
@ quaysoftware [ Either type |
\ in the full
path to
The Templae File should paint o the Documznt Tenplate [DOTI that wou want to uze when where the
creathg documents from within the zpstermn. Far marz information an document templates
conzulks pour documentaion for Microzoft 'ord, -rempla-fe
The Documznt Store 1z the folder where completed dJocuments wil be stored. | vou uze the has been
zpztem in a mulbi-uzer ensironment then pou can setthiz folder to beon a nebworked drive 2o all saved or use

Lzers can access saved Jocumants,

the link to
browse to
the store.

Templatefile |C:ALINK Microsolt Office Documentsiord'er @I

Jocument Stre {2y K Microsolt Dffice Documentshs/ard = ]

Cancel ‘
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The location of your letter template has now been saved to CCD.

2. STORING YOUR STANDARD LETTERS IN CCD

To add new standard letters to your CCD go to the set-up module and the
standard text section.

CAPITA System setup

ANANCAL SOFTWARE

System configuration

Products licenzed tc Capta Financial Software Ltd.:

I want to...

IF Set up my company name and address detalls

I &dd a member of staff

Ik Update the systam licance detsils

b Cenfigure the system ta use the Chient Care Hub

Ik Change the way that commission splits are displayed

¥ Configure setup for MS Word™

There are 4 ways to add letters to CCD
1. Copy and paste existing word letters.
2. Type new standard letters

3. Use the Message Maker function to create letters that include merge
fields from information added to the clients, holdings or providers files.

4. Use existing word letters and via the message maker function add the
merge fields.
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Remember when adding a letter to CCD you only need to start the letter after
the salutation line, CCD will automatically address and date the letter, the
correct salutation will be selected from information already added to the
clients file.

2.1. Copy and Paste existing word letters

If you already have letters saved on your system there is no need to retype the
body of the letter this can be copy and pasted into the standard letter section
of CCD.

CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup > Standard text
Letters - ‘ Adverts Auto-text Quick reports Financial review
*4" Communication Communication type O
Change of address to provider Letter 18/02/03
Change of Telephone Number Letter 15/07/08
Confirmation of appeintment Letter 18/02/02
Policy Cenfirmation Letter Letter 28/05/07
Test existing word letter Letter 21/07/08
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System setup

-

Details =

Letter text

Setup » Standard text > Details

Financial prom.

Select [ Select the \

Select
from the
drop
down list.

Title line for
the letter.

Communication Type
Category
Letter subject |

Author of this

essage Maker Central

Message Maker Central to. s

g O

|Letter

the type. | category (to
add to this

drop down

|General

free type in

the field and

AN
ription ITEEt existing word letter \

|Re:

nna Maria Smith

Clear generic
description to aid

L with selection.

it will auto
add to the
drop down).

Only requires
completing when
Suitability Letter has
been selected in the

category.
\ gory

Once all the details have been added go to the letter text tab.
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CAPITA System setup
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Setup - Setup * Standard text = Details > Letter text

Details i Letter text b Financial prom.

Fe:

COPY AND PASTE THE BODY OF A
PREVIOUSLY SAVED LETTER HERE. Remember
ONLY COPY AND PASTE THE MAIN BODY OF
THE LETTER, NAME ADDRESS DATE AND
SALUTATION WILL AUTO POPULATE FROM
THE CLIENT FILE.

Quit

CAPITA System setup

FINANCIAL SOFTWARE

Satup - Setup > Standard text > Details > Letter text
Dretails Letter text Financial prom.
iRe:

FPlease find endosed your new policy documents. These documents are important and should be kept in a safe place.

If you have any further queries or guestions please do not hesitate to contact me on 01273 758088,

|Aalison Street
Training Consultant — Quay Software

Capita Financial Software Ltd

Tel Direct: +44 (0] 1278 755088
Tel Mobile: +44 (0} 7929 007095
Fax: +44 (D) 1279 659748

Weh guavsoftware oo 1k capitafinancislsoftware oo 1 F

Quit
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The letter is how available for selection in the clients/holdings module.

CAPITA System setup

FINANCIAL SOFTWARE

Setup ¥  Setup > Standard text

User infa, Letters - Adverts Auto-text Quick reports Financial review
Admin, codes

Standard text + Add record
Staff list o

Providers
Products Change of address to provider Letter ig/02/02

" Communication Communication type Created

Prices Change of Telephonz Number Letter 1s8/07/08
Forms Confirmatien of appeintment Letter 18/02/03

=SS Palic i ——TErrEr— 2/05/07
Tables
JTest existing word letter Letter 21/07/08

2.2. Type in a new standard letter

: + Add record

And complete the letter identification fields as above.
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CAPITA System setup

FINANCIAL SOFTWARE

Setup ¥  Setup > Standard text > Details > Letter text
Dietails Letter text Financial prem.

Free Format type the body of your
letter here. As before the name
address date and salutation will auto
complete?

I

-

I Next page

Quit

The letter is now available for selection in the clients/holdings module.

CAPITA System setup

FINANCIAL SOFTWARE

Setup ¥  Setup > Standard text
Letters ™ Adverts Auto-text Quick reports Financial review
+ add record
* Communication Communication type Created
Change of address to provider Letter ig/02/03
Change of Telephone Number Letter i6/07 /08
Confirmation of appointment Letter i8/02/02
Palicy Conficomasigmt TR 0S/07

@ng word letter Letter 2 1;’U?D
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3. SETTING UP A LETTER USING MESSAGE MAKER

The advantages to using the message maker function in CCD is that information
that has been entered on the clients or holding file can be inserted into a
standard letter, individually tailoring standard letters.

CAPITA System setup

FINANCIAL SOFTWARE

Setup ¥  Setup > Standard text > Details

Detzils = Letter text Financial prem.

o
o)

e

Lo

Communication Type |Le1:ter

Category |Genera|
Suitability Letber subject |
De=cription |Re:ei|:|t of application form
Letter Title  [Re:
Author of this Letter 'AMSi Anna Maria Smith

Message Maker Central

Complete the letter identification
details above as before and then click
onto the

Ik Create / modify Letter text using Link Message Maker

This will take you to the message maker screens.
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Message Maker Central

08606000000

_/7‘_’ Merge - Acct Client

Merge - Acct Partner
Merge - Advice
Merge - Analysis

Merge - Bank Client

This drop down shows the

Merge - Bank Partner

mer‘ge f”es ThaT Merge - Client —
information can be pulled Merge - Current User
fr,om Merge - Doctor Client

\ Merge - FactFind Client

Merge - FactFind partner

il F=turn to Setup

Message Maker Central
= 06006000 GOOD
v Setup standard letter text
Fe: N
/ u Address
When the merge file has Client farenzme
Client occupation
been selected the relevant i
merge fields available will 5
. . he [ she
be listed. The merge file him / her
can be changed at any time Next mesting date
. . Mext meeting time
in the letter to provide new Next mesting reazon
fields for selection. Next review date
Consultant
¢ Spell check page
=] b Wiew as page
4l Return to Setup 1 MNext page b
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Draft a copy of the letter that you want to save with merge fields so that you
can decide which fields and where you require. This is a letter to confirm to the
customer that you have received their application form for a mortgage.

The words in /talics are the merge fields.
Re:/title - needs the provider name - product type - application.

I can confirm safe receipt of your " provider name” "product type" application
form.

I have forwarded this to *provider”and will update you with the progress of
this application.

If you have any further questions please do not hesitate to contact me on
01279 756086.

Yours sincerely

Aaviser name.

The first part of the letter is the title line, look at the information that you
want to pull from the main CCD system and look down the list of merge files
available o decide where this information will be stored. We want the provider
name and product type. This information will be held in "policy” merge file.
Select policy and then the merge fields available will show below the merge file

15 The information contained in this document is the property of Capita Financial Software Ltd. The
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name.

Message Maker Central

I?
= 000000 GHOOD

- Setup standard letter text

- id d it

Re:

Merge - Policy

Life assured

Maturity date

Sum assured

Scheme name L]

Locate the merge field that you require (in this case it is the Product Provider)

and click into the yellow/gold arrow to the right of the field name. Then place

your cursor in the title line where you want the merge field inserted and right

click and paste.

Message Maker Central

= 00O00OOWOOD

/‘EMM

- Add d it

Merge - Policy

This is how the letter will
appear after the merge field
has been pasted into the
title bar.

Effective date

Life assured

Maturity date

Palicy halder

Product Provider

Product Name

Sum assured

Scheme name

Term

Current value

Waluation date

al

Policy number

4l Return to Setup

I+ Spell check page

Ik Wiew as page

Last page 1 Next page b

We now require the product name so repeat this process and then manually type

application after the 2" merge field has been added.
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’?_ | Message Maker Central
= 08800060 QOOD
Re:<:Policy_Provider> ¢<Policy_ProductNames> spplication. ) iMerge - Palicy
I*! | Effective date £
Life assured £
Maturity date £
Palicy halder £
Product Provider £
Product Mame Ml
Sum assured £
Scheme name £
Term £
Current value [l
“aluation date 0
Palicy number Al
Ik Spell checl p=ge
I=1| Ik Wisw =5 page
4| Return to S=tup Last pag=1 Next page b

Now we have completed the title line, the body of the letter can be typed in.
Remember there is no need to type or leave space for the name, address, date
and salutation, CCD will insert this information automatically.

To insert a merge field in a letter as you type, unlike the title bar, there is no
need to copy and paste the merge field, as you reach the place in the letter
where the merge field is required just click onto the merge field name from the
right hand drop down and it will place it in the letter where your curser
currently is, and you can continue to type.

17 The information contained in this document is the property of Capita Financial Software Ltd. The
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Message Maker Central

009066000 D

== 3 Ty T g f; Eaad I = = EEEr
~ Setup standard letter text 7 |; Adddataitems
REZ%'{F':}HE!.I'_W e T S e P —_— )MEFQE - Client
Wef& receipt of your <=Pelicy_Provider=><<Policy_ProductMame>=>ap L Address

[foem. Cliznt forename
| have forearded this to <<Policy_Provider==and will update you with the pr of this - .
application. liznt occupation
If you have any further guesticns please do not hesitate to conts = on 01278 758085 lisnt surnama

™ . his [ her
W he [ she

him / hear
Next meeting date
MNext meeting time

({"3‘:’”9"‘_’5‘”“55‘} To SeleCT . Next meeting reason
\ this field These fields were Bt
the merge all selected from Cansultant
. the Product merge || " = si=cheees
flle was Ik Wiew == page

file.

changed to
Client.

il Return to Setup

This letter will now be saved and is available for selection.

The final way of setting up a standard letter is where you may have a word
document saved with blank spaces that require information to be typed in.
These letters can be copied and pasted into CCD and "merge fields” can then be
inserted into the letter.

3.1. Copy of a letter saved in MS Word
Dear

Please find enclosed the policy documents for your new . The policy number is
.Please keep this in a safe place.

If you have any further questions regarding this matter please contact me, or your
Financial Advisor, on 01279 756061

Yours sincerely

Alison Street
Training Consultant

18 The information contained in this document is the property of Capita Financial Software Ltd. The
contents of the document must not be reproduced or disclosed wholly or in part or used for
purposes other than that for which the document is supplied without the prior written permission of
Capita Financial Software Ltd.



C A P I TA @ quaysoftware

FINANCIAL SOFTWARE
Quay Software Ltd.

Ik Create / modify Letter text using Link Message Maker

Copy and paste this letter into

Message Maker Central
Complete the title line
00006006 ROOD as before.

= = 3 T T rrer S it s s et Frer
X L | FrEE ’ ! : FEFE

TS tandard-lettertes v Adddataitems #EEE |
< Re| _T;Tﬂl'grge - Policy :

W policy documents for your new . The policusemier T Efcitive dare
i .Flease keep this In 5 safe place. e e
If you have any further guestions regarding this matter please contact me, or Maturity dats
iyour Financial Advisor, on 01279 758081 Paolicy holder

Product Provider
Product Name
Sum assured

Scheme name

P ours sincerely

Tarm

Current valus
aluation dats

Aliscn Street :
Training Consultant Palicy number
:Quay Software Lid, ® Sp=ll check page
| Ik Niew 2= peos
4l Rzturn te Setup ii=ast page 1 Mext page b

To insert the merge fields into the blank spaces in the body of the letter use
the same method as when a field is inserted info the title line. Select the field
you wish to merge, click onto the gold arrow, and place the curser where you
want the field o be inserted right click and copy.

19 The information contained in this document is the property of Capita Financial Software Ltd. The
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Massage Maker Caentral
™ Setu lettertext . = Adddataitems i)
Re.<<Policy_Frovider=> <<Policy_ProductNames> Merge - Policy ]
Flease find enclosed the policy documents for your new <Policy Providers= 2| | Effective date
The policy number is <<Pplicy_Mumber=> Flease keep this in a safe place. e
if you have any further questions regarding this matter please contact me, <2CU _Usermname>> Maturity date
or your Financial Advisor, <<Pglicy_Consultant=> on 01272 758081, Palicy holder
Product Provider
; ; Product Name
oUTs sincere
i Sum assured
Scheme name
Term
Current value
lslison Strest 'u"al-uati‘un date
Training Consultant Balicy number
IGtuay Software Ltd. b Spzll chack page
=1 | * Yiew es pags
4| Raturn to Setup L=st pag= 1 Next psge b

4. AUTO-TEXT

An auto-text is a line or paragraph of text, which is used regularly.

Instead of manually typing the text each time, it can be recorded as a standard
in the system and then added as required to your letter.

To add an Auto-text got to Set-up - standard text - Auto-text.

20 The information contained in this document is the property of Capita Financial Software Ltd. The
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CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup > Standard text > Awubto-text
‘\ Letters ’ Adverts ‘ Auto-text ¥ ’ Quick reports Financial review
‘-v TeS— : +.Add record
Quit
Sghq, - Setup > Standard text > Autotext =
Tyvpe
Deseription £ Autotext - Client / \\ :
e Select the auto- Y«
Autotext - Intro. TCXT CClTegor‘y -
Autotaxt - poices this is an editable
Autatext - Close .
Autotext - Signiture lIST so yourl own
! Edit... categories can be
added, always
precede with -
Auto text.
Message Maker Central /

|k Creste [ modify text using Link Message Maker

As with letters there are 2 methods of creating auto-text, copy and paste or
free type into the main Auto-text box or use the

Ik Create [/ modify text using Link Message Maker

link to add merge fields to a standard
paragraph or sentence.

21 The information contained in this document is the property of Capita Financial Software Ltd. The
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4.1. Copy and paste or free format type

- Setup > Standard text > Autatext = Alison Street

Type futotext - Signiture

Description Alison Strast

Auto - Text [Alison Street
ITraining Consultant — Quay Software

Capita Financial Software Ltd
[Therlsy Wash Business Centre,

ITel Direct: +44 (0) 1279 756086
Tal Mohile: +44 (0) 7925 007095
Fax: +44 (0) 1279 559748

Frmozil: AlisanShrest@adanseffrar
Weab: yyveanavseivarssawk

Part of The Capita Gro

[Therlsy Wash, Bishop's Stadford. Hards GM23 44T

sialaefnara.crsk

Message Maker Ce

Here a signature paragraph has been set
up for Alison Street. To create this, the
signature used for E-mails has been copy
and pasted info the main auto-text box.
This will now be available to add to

@er‘s as a merge item.

/

Ik Create / modify text using Link Message Maker

I?_ _ Message Maker Central

-

+ Setup autotext

- 1d d it

|Customers Advisor

Merge - Client

<=Client_Adviser=s=
|Capita Financial Software
Tel 01272 756086
Fax 01275 855748

[werew. capitafinancialsoftew:
[werw . quaysoftware. oo uk

Signature set up to use a merge field
to insert the Advisor responsible for
the client onto the letter. The rest of
the signature is generic so can be used
on any letter.

4 Return

Address 0|
Client farename Al
Client accupation 0|

Client surname

=

his / her £l
he / she ﬂl
him / her £l
Mext meeting date 4]

Mext meeting time

El

Mext mesting reason

=

MNext review date

=

Caonsultant

=

I+ Spell check page

22
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5. PRODUCING AND VIEWING YOUR LETTERS VIA WORK
AND TASKS

If you wish to produce a letter for your client, firstly find the client in question
and if the letter is not linked to 1 particular policy go to Work in the client
record. If the letter is to be linked to a specific holding/policy then go to the
holding in question and enter the Tasks area of the holding.

Contack

Personal

e Enter here is the letter

Dats upload is not linked to a specific
Marketing

Servicing h0ld|n9

Create partner

Enter here if the letter is
to be linked to a specific
holding/policy.

23 The information contained in this document is the property of Capita Financial Software Ltd. The
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5.1. Entering a letter against a holding

CAPITA

Holdings records
FINANCIAL SOFTWARE

Tasks Task groups

IBEd rocorded Due Actions

Message

Create new work task?

Select the task to be performed from the drop down list. Use the  to enter
the full details and to access the letter tab.
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CAPIT
FINANCIAL SIJFTWA-&RE
Clients = Holdings = Tasks
Tasks ‘ Task groups e
: + Add tas)
| 1 D =
i08/08/2008 e diagl = M
Acknowledge Mew Application to Client ) 2
Acknowledge receipt of a new application =
Arrange doctor appoinment for client medical
Arranging credit checks
Wi Z- ' Calculating and recording commissions
Calculating capital needs
Calculating carry back / forvard
Calculating commissions
Calculating critical illness shortfall
Calculating dynamised salary
‘al:ulating education fees -
WE éuf W Tascksguistanding W Tasks due today

To produce any type of correspondence relating to this task enter the Message
tab.
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FINANCIAL SOFTWARE

Click here to add a letter to
Sylvia Hoyla The TGSk

Clients = Holdings » Tasks = Diary %

Holdings - Diary - Account Message
Task Group Client contact ‘Who Date
Task Lkl:l-cnovdedge New Application to Cliznt @amsDBIDSIDB
Outstanding Notify client {_J} Notify Introducer

I -

Type in details of the task here.

1]

E Related project |

Further action required Priority Days /Owverride By whom

3 &1 % ([ jams

First diary date
[] Mark task complete Further actions dus  09/08/2008
Mark task incomplete Further actions complets
L, File note (last printed:) Date of completion

Quit Document linked | /

CAPITA

FINANCIAL SOFTWARE

and salutation
populate from
the clients

Complete from
the drop down

“lien Clients = Holdings = Tasks IISTS / module and
Diary Acco Message ¥ |e1’1’€r‘ STGI"TS TO

Name Address \

/

Message to
If to client [Client
of correspondence |Le1:ter

- _mrea‘re.
I» Cptions = o

TV

Private [Confidential
Formality [Formal
Letter date [08/08/2008  /

Our reference |

ord export

Eeae——
DO NOT ENTER GENERATE CORRESPONDENCE UNLESS YOU WISH
TO TYPE A COMPLETELY NEW FREEE FORMAT LETTER WITH NO AID
FROM ANY EXISTING TEMPLATES., AUTO-TEXT OR MERGE ITEMS
AVAILABLE WITHIN CCD . YOU ARE UNABLE TO ACCESS ANY OF
THIS FUNCTIONALITY FROM WITHIN THIS SECTION.
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Ik Use Maessage Maker

By going into at the bottom of the screen you can access
your letter templates (from Setup), merge items and Auto-texts, or type a new
letter.

CAPITA Work records

FINANCIAL SOFTWARE

> Personal Pension ’__'

Clignts = Holdings > Tasks > Diary = Message

Ciiary Account Message *

Message to [Client v Cptions
If to client [Client
Type of correspondence |Letter
Private [Confidential
Formality |Farma|
Letter date [08/08/2008

Our reference |

Word export Desr M= Heviznd

Ik Generste Correspondence

Message Maker

L/

Ik Lise Messsge Maksr
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By selecting the Select filter you can search the folders that your letters are
saved in.

¢ Store new standard

El spell chack text

Letter to Client
Provider: Canada Life Personal Pension.
ommenced 01/08/1986

ium: £85.00 Ik Select holding record

¢ Select enguiry record

— N\
Confirmation DeTa”s of The po“cy This Task ;
General

is attached to display here.

Reguest

Select where the
letter template
is saved.

4l Raturn

Now select the letter that you want to use.
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Message Maker

Letter to Client
Provider: Canada Life Personal Pension. Premium: £83.00
commenced 01/08/1586

Ik Store new standard
B spell check taixt

* Select holding record

I Select =pquiry record

‘Confirmation

ICanfirmation of appaintment

{Dur forthcoming appointment /[ k Merge - Acct Client

I write to confirm the details of our forthcoming appointment:

Merge - Acct Partner

Purpose of the meeting: <<Client_MeetingReason>= Marge - Advice
Date of the mesting: <=Client_MeetingData>> ;
= M - &nal
Time: <<Client_MeetingTimea>> IR = RELYaLs
Mearge - Bank Client
1f for any reason this appointment is not convenient for you, then ple
me as soon as possible to rearrange. Mergs - Bank Partner
ours sincerely
Merge - Current User

Merge - Doctar Client
Merge - FactFind Clisnt

<<Client_Adviser==> Merge - FactFind partnar

Additional merge

[

Merge - Client S

fields can be added to
a femplate as required.

4l Returm

o —

Once the letter content is
as you require click on

Generate Letter Ik

Your letter now starts to take form and any merge items you have included
within your letter will be inserted by CCD.

NB. If you asked for CCD to insert information that you have-not entered
within CCD the words MISSING DATA will appear. You will need to manually
enter this information on this occasion.

When you are happy with your letter the last stage is to adjust the font style,
size and colour to suit your company branding.

RS Output to MS Word™

This is done by clicking on *
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P

4l Return » Copy letter to clipboard b Output to MS Word™

3 August 2008

Confidential

Mrs § M Hoyland
19 Geddard Avenue
Watford

WT3 8NE

Dear Sylvia

O forthcoming appointment

I write to confirm the details of our fortheoming appeintment:
Purpose of the meeting: Initial - Fact find

Date of the meeting: 08/08/2008

Time: 14:30

If for any reason this appointment is not convenient for you. then pleaze contact me as soon as possible to
rearrange.

Yours sincersly

Clive MeDonough

30 The information contained in this document is the property of Capita Financial Software Ltd. The
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e J Home { Insert Page Layout References Mallings Review Wiew Add-Ins PDF
B K cut ey T = AT
‘ e TmesNewRoman - (12~ | A7 &°[[] SN | aBocer| AsBbea AaBb( AaBbC AaBb( AsBbecr A
Fafie o Foriat aiitex “|_n L U - abe x; x* A.,Hay- A.‘; _J Q'.g'*|| i Marmal | T Mo Spaci.. Headingl Heading 2 Title Subtitle  _ g:;al:!sgf
“ Clipboard F Font & | Paragraph 5 Styles: (F)

8 August 2008

Confidential

Mrs S M Hovland
19 Goddard Avenue
Watford

WT3 8NK

Once output to MS
word, further
cosmetic changes
can be made.

Dear Sylvia

Our forthcoming appointment

Iwrite to confimm the details of our forthcoming appointment:

Purpose of the meeting: Initial - Fact find
Date of the meeting: 08/08/2008
Time: 14:30

If for any reason this appointment is not convenient for vou. then please contact me as
L e e AV A2 i

If no changes are made to the letter in the MS Word format when you close
the letter it will not prompt you to save, the letter will auto save to CCD. If you
have made amendments after out putting the letter to MS Word then you will
be prompted to save the changes.

= Home | Tnsert Page Layout  References Mailings Review  View Add-Ins FDF
| [ 26 Gt == @l E i3 % a4
I ey T ] 5 2 || AaBbCel | AsBbCI AaBb(C AaBbC AaBb( AaBbcer i)
3o | — s
Paste e ‘j| B 7 U -abex o[- A~ £ ||| Thomai |1HoSpaci. Headingl Heaging2 Title Subtitle g:::\:zf |: e
|l ciiobaard | Far | Styles B

8§ August 2008

Personal
Mrs S M Heyland

19 Goddard Avenue.

‘Watford Microsoft Office Word
WT3 8NK

§ n Do you want to save the changes to CCD4260005.doc?

Dear Mrs Ho |

Our forthcoming appointment

I write to confirm the details of our forthcoming appointment:
Purpose of the meeting: Initial - Fact find

Date of themeeting: 08/08/2008

Time: 14:30

If for anv reason this appointment is not convenient for vou. then please contact me as
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5.2. Viewing letters via Tasks

Should you wish to revisit your client's letter at any time simply retrace your
steps from the front page of CCD

Find your client

Find the holding that the task/letter relates to
Enter the holding

Click on Tasks

Enter the message tab.

Click on View Letter to Client

Holdings - Diary Account Message *

Clignts = Heldings > Tasks = Diary = Message

Message to |Client Ik Options
If to cient [Client
Type of correspondence |Letter

Private |PE rscnal

Formality [Formal
Letter date [08/08/2008

Qur refarence |

Word export EIB_-"EIEI."2‘ ‘ |

This will then display the MS Word copy of the letter.

5.3. Entering a Letter against the Client

If you wish o send a letter to your client but you cannot be specific as to which
holding this correspondence refers to, you will need to create and save your

lett

er via your clients general work section.

To produce a letter from the work section of your clients file firstly locate the
relevant client and select work from the main client menu.

32 The information contained in this document is the property of Capita Financial Software Ltd. The
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Add recard | [E

Do not mailshot client [

=cord notes
Clients
Caontact = Paostal address Scanned docs, Goals Chverview
Client type |Individual Client Ref.
Title / Initial / Surname [Mrs ] [Heyland
Forename/s [Sylvia Mary
Salutation |S-,r|-.ria 4l Auto fill
Qualification / Honours |
Email address |
Telephone home @ |[01285 277622 Fax home
Telephone work ) |01285 567567 Fax work
Mobile telephona O Contact [Evenings
Current status  |Prospect Method elephone

Do not share client data [

Intro. date / source |17/08/Z006

|Co|d calling

Introducer [No introducer
Employer
Consultant |Clive McDonough

| Maore

Service managear

e Maore

CAPITA

FINANCIAL SOFTWARE

Wo

rk records

Cliznts > Work

All tasks

Outstanding

Groups Tracker set-up

Corresponding with the client

User Action by Status

AMS

09/08/08 Outstanding ¢ Palicy

Message

Do you wish to create a mew Work log entry for the current dient?
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CAPITA Work records

FINANCIAL SOFTWARE

Sylvia Hoyland |_
Clignts = Work > Diary
Task Group |C|ient contact Who Date
Worl - Tasl-c/lCorresponding with the client fﬁlams |DB.-"EIB.-"CIEF

Motify client [0 Motify Introducer [

Select the Task group and Task
from the drop down lists.

E Related project |

Document linked | Select

Further action required Priority Days / Override By whom

I HER E] |

First diary date

E Mark task complate
Mark task incomplete
L File note (last printed:)

Further actions due

Further actions complete

Date of completion

To produce any type of correspondence relating to this task enter the Message
option on the left hand side.

34 The information contained in this document is the property of Capita Financial Software Ltd. The
contents of the document must not be reproduced or disclosed wholly or in part or used for
purposes other than that for which the document is supplied without the prior written permission of
Capita Financial Software Ltd.



C A P I TA @ quaysoftware

FINANCIAL SOFTWARE

CAPITA Work records

FINANCIAL SOFTWARE

Gemma Clift |_

Clients = Work = Diary

Task Group Client contact iWho Date
Task [Confirmation of appeintment [FAiams fo0/og/os

ify client |:| Notify Introducer E

Click here to add a letter to the
task.

Type in details of the task here.

-

1]

E Related project |

Selact

Document linked
Priority Days / Override By whom

Further action reguired
3 [ams

First diary date

E Mark task complete Further actions due 10/08/2008

Mark task incomplete
Quit rerr 0, File note (last printad:)

Further actions complete

Date of completion
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Complete from
the drop down
lists.

Clignts > Work > Diary >

Message to

client, address how? |C|ier|t

Include Honours ? |

vpe of correspondence |Letter

Private [Confidential

Formality |F|:|rrr|a| /

Letter date [10/08/2005/

referance

Word export

| % |k Generate Correspondence

@ quaysoftware

Name Address and\
salutation
populate from the
clients module and
letter starts to

J

create.

DO NOT ENTER GENERATE CORRESPONDENCE UNLESS YOU WISH
TO TYPE A COMPLETELY NEW FREEE FORMAT LETTER WITH NO
AID FROM ANY EXISTING TEMPLATES., AUTO-TEXT OR MERGE
ITEMS AVAILABLE WITHIN CCD . YOU ARE UNABLE TO ACCESS
ANY OF THIS FUNCTIONALITY FROM WITHIN THIS SECTION
/‘

Ik Use Message Maker

By going into at the bottom of the screen you can access
your letter templates (from Setup), merge items and Auto-texts, or type a new

letter.
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Work records

Gemma- Clift |_'

Clients = Work = Diary > Message

Message to
If to client, address how?

Include Honours ?

Type of correspondence

Private
Formality
Letter date
Cur reference

Word export

Message Maker

Client Ik Dptions
[client

|

|Le1:ter

[confidential

|F0rrr|a|

[to/os/zo008

Ik Generste Correspondance

zarto include and modif

d Merge {tams to sutoma

#Use Message Maker

By selecting the Select filter you can search the folders that your letters are

saved in.
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Message Maker Ik Store new standard
Letter to Client B sSpell check text

I+ Select holding record

I+ Select enguiry record

[ e e U R B e tert]

Confirmationy {Confirmation of appointment N i
A\

Dur forthcom\ < appointment \ =t

I write to canfi

e details of our farthcoming appointm

Purpose of the

¢ <=Llignt_MaetinaReazsan=>
lient Maskinglate>>

Select where the
letter template

nentiof Now select the letter
that you want fo use.

me =5 Soon

[Yours sincen . _
is saved.

=<tlisnt Aduisar=>l

4 Return Generate Letter |k
Message Maker Ik Store new standard
Letter to Client B Spell check text

¥ Seleck holding record

¢ Select snguiry record

Confirmation iConfirmation of appaintment
iDur forthcoming sppointment ¢ F Merge - Acct Client ]
I write to confirm the details of our forthcoming appointment: Merge - Acct Partner
Purpose of the meeting: <<Client_MeastingResson>=> Marge - Advice
Date of the meeting: <<Client_MestingDate>=>= . =
Time: <<Client_MestingTime=>= Menge: = finalysis
Merge - Bank Client
If for any reason this appointment is e
me as soon as possible to rearrange AdleIOhOl mer‘ge Merge - Bank Partner
. Merge - Client e
Yours sincerely fleldS can be Gdded TO
Merge - Current User
a Temp|ClT€ as Merge - Doctor Client
required_ Mergs - Factfind Clisnt
=echent Bdviesr: = Merge - FactFind partner -
Once the letter content is
as you require click on =
Generate Letter Ik =i
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Your letter now starts to take form and any merge items you have included
within your letter will be inserted by CCD.

NB. If you asked for CCD to insert information that you have-not entered
within CCD the words MISSING DATA will appear. You will need to manually
enter this information on this occasion.

When you are happy with your letter the last stage is to adjust the font style,
size and colour to suit your company branding.

Y Output to MS Word™

This is done by clicking on *

4l Return » Copy letter to clipboard

b Output to MS Word™

3 August 2008
Confidential

Mrs § M Hoyland
19 Geddard Avenue

Watford
WT3 8NE

Dear Sylvia

Cur forthcoming appeintment

I write to confirm the details of our fortheoming appeintment:
Purpose of the meeting: Initial - Fact find

Date of the meeting: 08/08/2008

Time: 14:30

If for any reason this appointment is not convenient for you. then pleaze contact me as soon as possible to
rearrange.

Yours sincersly

Clive McDonough
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‘ Home { Insert Page Layout References Mailings Review Wiew Add-Ins PDF

2R ¥ cut P — -

B Time: Hemfoman [l FIHI[%1] | AsBbCer | AaBbCT AaBb( AaBbCi AaBh( Asbbeer A

S 3 imak aiiiter ‘ [B 7 U - e x x Aar|[¥- A = JQ'_J w|| Marmal | T Mo Spaci.. Headingl Heading 2 Title Subtitle  _ ?;,:35
| Clipboard F Font & | Paragraph &l Styles: (F)

8 August 2008

Confidential

e Once output to

WIS K MS word, further
cosmetic changes

Besiibs can be made.

Our forthcoming appointment

Iwrite to confimm the details of our forthcoming appointment:
Purpose of the meeting: Initial - Fact find

Date of the meeting: 08/08/2008

Time: 14:30

If for any reason this appointment is not convenient for vou. then please contact me as
L e e AV A2 i

If no changes are made to the letter in the MS Word format when you close
the letter it will not prompt you to save, the letter will auto save to CCD. If you
have made amendments after out putting the letter to MS Word then you will
be prompted to save the changes.

Home | Tnsert  Pagelayout  References  Mailings  Review  View  Addins  FDF
2 et
[j oSt [Times NewRoman - (12~ | A" a7 |[=] iﬁ
=—} i3 copy | e = fae
. ab; . ] y
Paf:z B —— ‘ | B 7 U - e x x A."Jliéflw i Wo Spaci.. Headingl  Heading 2 Title Subtitle | — E:::‘?f | [
| disboard i | Fant i | Paragraph ] Styles. ) |t

§ August 2008

Personal
Mrs 5 M Hoyland

19 Goddard Avenue

‘Watford Microsoft Office Word
WT3 8NK

E- Do you want to save the changes to CCD4260005.doc?

[vee ] [ Mo | [[concel

Dear Mrs Ho:

Our forthcoming appointment
I write to confirm the details of our forthcoming appointment:
Purpose of the meeting: Initial - Fact find

Date of themeeting: 08/08/2008
Time: 14:30

If for any reason this appointment is not convenient for vou, then please contact me as
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5.4. Viewing letters via Work

@ quaysoftware

Should you wish to revisit your client's letter at any time simply retrace your
steps from the front page of CCD

« Find your client

» Click on Work

» Enter the message tab.

» Click on View Letter to Client

Orverview
Product
Contributions
Details
Administration
Tasks
Commissien

Submission

This will then display the MS Word copy of the letter.

Clignts = Heldings > Tasks = Diary = Message

Message ~

Diary Account

Message to |Client Ik Options

If to cient [Client

Type of correspondence |Letter

Private [Perscnal

Formality [Formal

Letter date [08/08/2008

Qur reference |
Word export 08/08

Ik View Letter to Client

6. MONEY LAUNDERING

CCD comes complete with two different Identity forms i.e. a two page version
for you to capture Money laundering information plus the newer FSA summary,
Confirmation of Verification of Identity.
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Clients > Documents >

General Identity

Mame Address Mo verification

L& Print Confirmation of Verification of Identity
Meets the standard evidence O
Exceeds the standard evidence [

Ik Complete the Identity Verification Certificate

jcation Certificate
last updated [22/08/2008 [E]|

terrorists

1]

& Print (Old style) Identity V

I HM Treasury listings for s

Click here to enter full
information.

CAP'TA Documents

FINANCIAL SOFTWARE

Clients = Documents > Client Identity > Name

General Identity

7‘: Mame Address No@
Documents \ —
Reference / Account no. Date Copy
Current passport Expiry | |
Birth place
Resident permit Expiry | |
Photo driving license | Issue | |
Ref. Authority
Firearms certificate Issue
State pension / benefits letter Issue
Sub-cantractors certificata Issus=
Inland Revenue tax notification Issue
Motification type |
& Print Identity Verification Certificate Date last updated |22/08/2006 -

Quit
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Once the information has been entered you can either print out the full
. . . & Print (Old style) Identity Verification Certificate
information using the

just the confirmation certificate

other link on this front page will take you to the treasury web page for any

¥ HM Treasury listings for suspected terrorists

- or select to print
& Print Confirmation of Verification of Identity The

advice on foreign nationals

7. SETTING UP TRACKERS

Trackers are a way of showing your business processes or work flows on the
CCD system utilising the diary and tasks. They require you to have a clear
understanding of the process you wish to track before you attempt to set them
up on the system. We strongly recommend that you make a paper representation
of the process you are setting up to refer to during the set up.

The example used in this guide is purely to show the application. This is not to
be used as the basis of a real business process.

The steps to follow o set up are;
* Match your paper representation step by step to a task in the admin
codes data base.
* Review each task and ensure the number of days for each task to be
completed is set from the 1°' day the tracker is put in place.
* Review each task and attach standard letters as required.
* Set up the tracker in CCD.

Match to admin codes in the data base. Where no task is present a new task will
need to be created.
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BUSINESS PROCESS TASK IN ADMIN CODES DATABASE
Confirm to client receipt of Acknowledge receipt of new application - TSKOO1
application
Enter details onto client file Entering new business in admin system - TSK057
Submit application to provider Submit application to provider - TSK 128
Update client holding with Update client file information - TSK139

contract details
Complete new business check list No suitable task in CCD
Send policy to client Tssuing documents to client - TSKO70
Set client servicing details No suitable task in CCD

Some processes will not
have a corresponding task
in CCD.

CAPITA System setup

FINANCIAL SOFTWARE

Setup *  Setup > Administration codes

Tasks Task categories Trackers Planning geals

A

: +Add record ’

‘Updating case progress by telephone

IUpdating client file information and heldings schedule

IUpdating client file information and heldings schedule

‘Updating unit holdings [obtaining details)

‘Updating unit holdings [recerding information)

Updating unit values

Click here to add a new
task.
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System setup

Setup =

Setup > Administratien codes > New task

4 Back

ain task category

sz = PR -

omplate new business chack list

Cl|e|-|t

b task categery Processing new business___—"

Standard

drop down list.

Select the task and sub
task category from the

Diary days
dard letter

L

Manually type the
task description.

Quit

Once all the tasks required have been located or created move to checking that
the number of days from creation are correct. Once the tracker has been set
up the number of days will not be amendable in the tracker, if the task is
chosen as a standalone task for a client then the days required will be
amendable as the task is created in the client file.

BUSINESS PROCESS

TASK IN ADMIN CODES DATABASE NUMBER OF
DAYS TO
COMPLETE
Confirm to client receipt of Acknowledge receipt of new application - TSK001 1
application
Enter details onto client file Entering new business in admin system - TSK057 2
Submit application to provider Submit application to provider - TSK 128 2
Update client holding with contract | Update client file information - TSK139 9
details
Complete new business check list No suitable task in CCD 1
Send policy to client TIssuing documents to client - TSKO70 12
Set client servicing details No suitable task in CCD 23

Days from start of tracker
for task to be completed.
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FINANCIAL SOFTWARE

Setup ¥  Setup > Administraticn codes > New task

4l Back

Admin Code SK166

Task description |Comp|ete new business check list

Mzain task category |Client

Sub task catego Froc@eging new business
Diary da als *
Standard lettelNL__~” **

Standard letter descri

Add the number of days for
the task to be completed.

Next any standard letters already set up in your CCD can be attached to the
task. Once a letter has been attached to the task every ftime the task is used
when the message tab is accessed in the task/work record the already selected
letter will appear.
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System setup

Satup w* | Setup ¥ Admitistration codes > Task

Task description

Main task category
Sub task category

Submit application to provider

Client

Processirg new business

T Ty

C sStandard letber U3UUUS
Standard 12 TR —rerher

TSt on Lether

+4

All the preparation has now been done and the tracker can now be added to
CCD.

CAPITA

FINANCIAL SOFTWARE

System setup

Setup - Setup > Administration codes > Trackers

—
Task categories wb Planning goal
/

A~

description

Tasks

m

Letter ref

Manually type a name for the

~04a rec

tracker and click - r

ora
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Setup - Setup > Administraticn codes > Trackers
Tasks Task categaries Trackears Planning goals
Tracker * New business - Basic i i <4 Add record
TSK165 Acknowledge MNew &pplication to Clisnt |
TSKO01 Acknowledge receipt of a new applicatizn —
TSKOOZ2 Analysing adviser completion ratics
TSKOOZ2 Analysing adviser conversion rates
TSKOO4 Analysing adviser persistency
TSKOOS Analysing adviser prafitability
TSKOO6 Analysing basis of business exscution
TSKOO7 Analysing business closurs
TSKOOE Analysing business persistency
TSKOOS Analysing client profitability
TSKOL10 Analysing costs of perfarming administration tasks -
To add = new tracker, type the new name in the tracker add record

7 X

Select each task in the order already
set out on your paper list.
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CAPITA System setup

FINANCIAL SOFTWARE

Satup - Setup = Administraticn codes > Trackers

Tasks Task categories Trackers Planning goals
Tracker ® ilew business - Basic P4 Add record

Task description Pt et

lAl:I-cnovdedge receipt of a new application i

|Er|terir|g new business in admin system 2

.
Message

Are you sure you want to create a new event for the Group
Tracker selected?

To add a new task to the tracker click into

D+ Addre

R |To the right of the tracker name
and select the next task. Click into

: +Add record |

Qeach task required. /
CAPITA System setup

FINANCIAL SOFTWARE

Setup - Setup = Administration cedes > Trackers

Tasks Task categories Trackers Planning goals

Tracker * iNew business - Basic { i+ Addrecord

Task description

IAl:I-cnov.dedge receipt of a new application 1 Ik More
|Er|terir|g new business in admin system 2 I» More
|Sl.|bmit application to provider Uz0004 2 I+ More
|Updating client file information and holdings schaduls 9 I+ More
|Comp|ete new business check list i1 I+ More
|Issuing documents to client and updating document log Ik Mare
|Eet Client Servicing Details 12 Ik Mare

7.1. Using Trackers

Once a tracker has been created on your system it will be available to use in
either the client work module or the holding task module.
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As the fracker we have created is linked to a piece of new business we will look
at how this is added in the tasks section of a holding.

CAPITA Holdings records

FINANCIAL SOFTWARE

Sylvia Hoyland = Zurich = Flexible Whole of Life > 4776-325-DDS ]
 —
Clients = Holdings > Tasks
Holdings ~ Tashs ‘ Task groups

i Feocorded Due

To add a task go to the
Task Groups tab in the
tasks area.

CAPITA Holdings records

FINANCIAL SOFTWARE

Sylvia Hoyland = Zurich > Flexible Whale of

Life > 4776-325-DD5 =

Clignts = Holdings = Tasks > Task groups

Holdings ~ Tasks Task groups

Select group |

New Business

Mew business - Basic

Select the tracker

required from the drop
down of available
trackers.
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Sylvia Hoyland > Zurich > Flexible Whale:of Lifs = 4776-225-005 | [

Clients = Holdings = Tasks = Task groups

Tasks Task groups

Select group |New business - Basic

Correspondence Diary days

&Acknowledge receipt of a new application  § +
Entering new business in admin system 2 +
Submit application to provider Uz0004 2 +
Updating client file information and heldings schedule B +
Complete new businass check list 1f +
Issuing documents to client and updating document |og +
Set Cliznt Servicing Details iz +

¥ Create workc group

e P P i

A list of the tasks in the tracker will show so
that you can check this is the tracker
required.

Once you are happy that the tracker selected is the tracker required click into

¥ Create work

the

group
Set Client Servicing Details 12+
¥ Create work group

7 & o

Mew business - Basic 11/08/08 11/08/08

This then creates a summary for the work group
Qut showing the number of entries (tasks) in the
tracker and the number still outstanding.

Return to the main task list for the holding.
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CAPITA Holdings records

FINANCIAL SOFTWARE

Sylvia Hoyland = Zurich > Flexible Whole of Life > 4776-225-DDS ,_
Clients = Heldings > Tasks
Holdings ~ Tasks Task groups
Bl Recorded Due
|1.1.,."E|8_."2l3l2|8 |12_."DB,."2EIE|8 L&:knovﬂedge receipt of a new application b X M
|1.1.,."08_."2008 |].3_."l38,."2008 |Entering new business in admin system [T A
[t1/08/2008 [13/08/2008 [Submit application te provider b X M
[t1/0=/2008 [20/08/2008 |Updating client file information and holdings schedule M E M
[ti/o8/z008 [22/08/2008 |[Complete new business check list M E M
Quit ®m Tasks outstanding ® Tasks due today

Each task in the fracker has been added to the holdings task list as an individual
task, they are all at this stage are outstanding. You can now go into each task
and reset the person required to complete each task from the staff drop down
as required. Every task in the tracker will have defaulted to the person adding
the tracker to the holding record although this might not be the person who will
be completing each task. Each task will appear in the diary of CCD in the normal
manner and each task needs to be individually completed.

52 The information contained in this document is the property of Capita Financial Software Ltd. The
contents of the document must not be reproduced or disclosed wholly or in part or used for
purposes other than that for which the document is supplied without the prior written permission of
Capita Financial Software Ltd.



CAPITA ®) quaysoftware

FINANCIAL SOFTWARE
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FINANCIAL SOFTWARE

Sy lvia Hoyland Zurich Flexible Whale of Life | ES I_
Clients = Holdings > Tasks = Diary
Diary o l Account Message
Task Group Processing new business iWho Dats
Task [Entering new business in admin system FAmms i/os/o8
Outstanding Notify client .} Notify Introduce

'E_J Related project |

Further action

\\Priorib; Days /Override By whom

First diary date

Reselect person fo
.| complete the task
o | as required.

Quit Document Iinl-c} reT McDonough, Clive
Smith, Anna Maria

Further actions due

Further actions complete
Date of completion

ra
=
=1

The progress of trackers can be followed in 2 ways.
1. On the Task groups tab of the holdings task section.

CAPITA Holdings records

FINANCIAL SOFTWARE

Clignts = Holdings = Tasks = Task groups

Holdings - Tasks Task groups

Diary days

Shows number of entries/tasks still outstanding. There
could be more than 1 tracker outstanding for a
client/holding and each tracker will be listed here.

o 11/08/08 11/08/08

Work Group Entries

Mew business - Basic
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2. The other way is from the diary section in the admin module.

CAPITA

Administration
FINANCIAL SOFTWARE

Administration = Diary today = Task greups > All outstanding

By individual Everyone By team Fer adviser Task groups
By user All cutstanding

gy
ol Client

Work Group Entries Ofs Due First

ams Sylvia Hoyland MNew business - Basic 7 o

0 11/08/08 11/08/08 «

Trackers outstanding can be
viewed "all outstanding” or by

1} n
user.

& Print task group report

Adding a tracker to a work item rather than a task is performed in the same
way although the initial screens vary slightly.
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CAPITA Work records

FINANCIAL SOFTWARE

Sylvia Hoyland E’) |—

)Dlienl:s = Work = Task group set-up
Cutstanding All tasks Groups i Tracker set-up \

J
Work L4 > glect tracker

Correspondence Diary days

¥ Create group

7 5 o

Mew business - Basic iifosfoe |1i/08/08

NB. As with work and tasks, trackers added at task level will be available to
view in both tasks and work, while trackers added at work level will only be
available at work level.

8. SEARCHING YOUR DATABASE

8.1. The Basic Search

Within the clients screen you can search on any of the fields present and that
you can complete multiple fields fo narrow your search.

To search the system click into clients module from the main CCD menu. Select
(Elfnd = fpom the options at the top of the screen. This will blank all the
fields for you to select your search criteria.
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Service manager

b 8 E‘ Add record @Fl—-d record List records l_ My notas
Clients * Clients
= =4 Contact ¥ Postal address Scanned docs. Goals Owersiew
|
Client type ,7 Client Ref. I—
Title / Initial / Surnamea | | | | || |
Forenames's |
Salutation | A AutoRil
Qualification / Honours
name
Email address = S=nd maii
Telephone home &) ’— Fax home I—
Talephone work O l— Fax work I—
Mobile telephone O ’— Contact I—
Current status Methad
Do not mailshot client [ Do not share client data [J
Client Intro. date / source |
\ Source o
n Introducer Ik More
@ - Employer Ik More
g Consultant Ik More
I+ More

The clients surname is the most commonly used method of searching the
system, therefore your cursor will appear in surname field first. This is a free
type field so you can enter the full or part surname in order to conduct your

search.

To add additional information move your cursor into the relevant field and then
either type or select from the drop down presented. Once you have entered
your information press the ENTER key on your keyboard.

ﬁ Add record

QFiﬁd record List records

l_ My notes

Clients - Cliants

Contact =

Postal address

Scanned docs. Goals

Owerview

—

Clieant type

=1
Client Ref.

I

Title / Initial / Surmname

|p0und

Forename/s |

Salutation

A Auto fill

Qualification / Honours

name

Email address

[=] Send mail
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You will then be presented with a list of clients to choose from.

CAPITA Client records
FINANCIAL SOFTWARE
Return
Client list  » Client name Postcode Type Consultant Intro. date Fffind all
[ «~ - - - -
Pound, Mark Keith CMi1i2 8¥H Indiwvidual Clive McDonough oifosfoe ﬁ' = omit
Pound, Clare CM12 8¥H Individual Clive McDonough oi/o08/06 ﬁ' E] omit

To select a client simply click on the relevant line.
At the bottom of the list there are 2 other options available.

@ Setup marketing wizard based on the above ¢

G/es a hard copy of the
clients selected addresses Will take you through to the
and telephone numbers (will marketing section with the
give the favoured telephone clients listed as the found set.
humber as set on the front (marketing wizard is covered
f the clients record.) later in this section ).
N %

8.2. Using the Browse and find options

At the top of the screen on the main filemaker menu bar select the data option.
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"= FileMaker
¥ File EdjpAfData| Help

e ara, Cirl+S Find Mode Crl+F

ave as bxcers Acicl e B
ave as PDF... Muodify Last Find Ctrl+R

Holdings records

Advanced r

=

Clients = Holdings > Product

- | Broduct l Allocation

This option can be used to change the screen you are on into a “find" mode if
needed, this option is not available for all but is dependent on the user level
allocated to the staff member in their security details.

Browse mode is the default mode for CCD allowing you to view, add or make
amendments to the information in the screen.

The "Find" mode however will change the screen you are in into a search screen
similar to the basic client search, however this facility is available in nearly all
of the CCD screens allowing you to conduct searches in many different places,

1 |[ElFind record . .
= button is not available.

and especially where the
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Find record
No @ \7(

cnents{ is available. SN~— /

Product | Allocation

Overview A
Product
Details Contract holder ] I Change
Administration Contract reason / objective
Tasks Scheme
Commission Product Provider wr E Ik Mare
Submission Personal / Occupational

Product basis

Product category
Product type Ik Motes

Product display name for reports*
Is this plan a trustee investment?

Application dated
Application received
Effactiva date

Mext contract review date

Quit rrer * The Product display name appears on client and management reports

Searches can now be made by provider, product type, product category, policy
number or nay of the other fields available.

This option will not automatically present you with a list but will display one of
the records in the found set. There are 2 ways to view all the found records.
The first is to click onto the icon at the top of the screen for the list view.

Sylvia Hoyland = Skandia > Maxi ISA& > 266477266M ’N_'

This will display a list of all the records that match the citeria set with the
option to switch straight to a marketing campaign.
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Client list  » Contract holder Product ovider Type Effactive

Hoyland, 5 M Skandia Maxi ISA 04/039/06 Ho
Clark, I & Clark, H P Skandia With profit Bond oifi0/06 Ho
Tayler, CA Skandia Investment pertfolio 12/09/05 Ho
Hopkins, B Skandia Maxi ISA 06/03/06 Hc
Black, C Skandia Unit Linked Bond ? BHo
worth, B & Worth, P Skandia Unit Linked Band 28/05/07 Ho
Daily , J Skandia Unit Linked Bond 07 /02/07 Ho

You can then select individual records for view from the list presented.
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The second way to view records in a found set is to use the "microwave"” on the
bottom menu bar.

CAPITA

FINANCIAL SOFTWARE

Holdings records

Clients = Haoldings > Product

Product Allocation

Application status

Contract holder

Contract reason / objective
Scheme

Product Provider

Parsonal / Occupational

Product basis

Product category

Product type

Product display name for reports*
Is this plan a trustee investment?
Contract number

Application dated

Application received

Effective date

Next contract review date

In force

Hoyland, S M

Investment of lump sum

Skandia

Fersonal

Investment

Individual Savings Accounts

M

laxi ISA

—

[zeca77268mM
04/05/z006 B

01/05/2007

Reason

Click into the
“microwave" to open
up the margin.
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rﬂgﬁ Ff[eMaker Pr_'o —_[I:_og]_
¥ File Edit Data Help

/ Browse
e e
Layorist: |
Product __LL

@ quaysoftware

Rollerdex to allow you to move
through the records selected
click onto the page to move to

s the next record.
——— T —

Shows the record currently

Fecord: 1 e N
[4 | PriEdie

Found:

being viewed.

Applicati M

Total: =SiEs
80 C

Unsorted

Shows the number of
Contract reason [ O

s¢ records in the foundset.
Product Pr

Personal / Ccocupationar

Shows the number of this
type of record in the
data base.

Product display
I=s this plan = tr

8.2.1. Using the "Symbols” search

Combining both the records menu and the find facility will give you greater
options when it comes to searching for data in your system. When you are in a
CCD screen open up the margin and change to find mode.
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BT e

M File Edit Data Help

Clientz > Holdings > Product

Product - Allacation |
=
Contract holder || | b Change
| Contract reason / objective
|! T Scheme
I Product Provider | ;f'ﬁ i» Mor=
Personal / Occupational |
Praduct basis
Product category
Product type Ik Mates
I ; oduct display name for reports®
] nt?
Click on the arrow ;
d =
next to symbols. 7
7\ MNext contract review date Reason ,—
e =
Product
Dretails
Administration Cor
r EE \
Symbols v = less than These characters
Script: = less than or equal can be used by
> greater than themselves or in
= greater than or equal P -
— exact match addition to any
.. FANGE other letters or
! duplicates number‘s 1.0
[/ today's date
7 inwalid date or time CondUCT a Sear‘Chj
@ one character
# one digit
* zero or more characters
" literal text
~ relaxed search
== field content match
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These symbols can be entered by simply clicking on the relevant box in CCD and
then either click on the character on the list or you can free type the character
from your keyboard.

By ticking the omit option in the margin you will reverse the effect of the
search i.e. search for everything except the criteria I have entered.

The example below shows how these additional characters could be used on the
holdings screen.

The search criteria are all Skandia personal policies where the application is
dated after 01/01/1990

™| File Edit Data Help
B FEY| iRy BEE|F B
Find
i el
o[ ol
Layout: |
[Product _>J
X
]I Clients = Haldings = Product
Product Allocation
Request: |
1
:Iro‘tal: Contract holder |k Changs
i Contract reason / objective
L r | Scheme
Symbols ﬂ Product Provider ujlﬁ Ik More
Personal / Occupational [Personal
Script: 1 Product basis |
Product category |

Product type | |k Motes
Product display name for reports*
Is this plan a trustee investment?

Application dated [>01/01/1990[F)

Application received
Effective date

Reason

Next contract review date

Symbol for
"greater than”
used to set dates
after 1/1/1990.
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The information is then returned.

o
F1 FieMaker Pro - [Log]

™ File Edit Data Help

a ~ O -@| 7 S §| %

Browse |

o 5l21

Loyous: CAPITA
[Product _+]

FINANCIAL SOFTWARE

Holdings records

36647 7266M |—

Clients = Haldings > Produoct

Product | Allocation

Add nots

Ir force
Hoyland, 5 M

Investment of lump sum

Application status
Contract holder
Contract reason / objective

Ik Changs

Scheme |

80 Product Provider

Unzorted

Skandia

Personal

e O »Mare

Personal / Occupational

Product basis

Product category

Product typs

Product display name for reports®

Investment

[individual Savings Accounts
[Mazi BN

e
[peE477266M
zs/08/z006 |&|
4
f

= |01/05/2007

= this plan a trustee investment?

Contract number

(5 holdings matching

the criteria set were
found

Reason

i

Care does need to be taken when using the symbols as you may get unexpected
results. Remember that where you specify certain criteria the system will take
this as literally correct.

If you were looking for clients where the telephone number is blank then using
the character * (zero or more characters) will not work. This would have the
effect of searching your system for every telephone number field that
contained at least 1 numeric character in it. If however you searched the
telephone number field with the symbol = (exact match) and nothing else it
would search for all clients where this field was blank.

8.3. Searching in reports

The same search principals can be applied to the reports in CCD however care
needs fo be taken when doing this as some reports are specifically titled. Most
reports created at client level will show the clients name at the top of the
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report therefore modifying the search on that style of report will most likely
result in multiple clients appearing on the report: however the clients name in
the title will not change.

Within the Admin area most reports are not specifically titled and may be more
easily modified.

To start the search of a report, enter a CCD report, the report we will use on
this example is in the commission reports, Due not paid schedule for (Provider).

(51 FileMaker Pro - [Commres]

M| File Edit Data Help
D@-BREEY 2R« | BEa|&E|d | B
-

Aigiints doa 4 Return | & Prnt | Bereview | [MlEama
Schegule of commissions due but unpaid between 01/01/2000 and 11/05(2008

Contract / Effect. Due Amount
Conract holder Contract type Policy number _ Transaction Consultant date date due
CimGH Tepaymert mongage SaaTaTezi1 riltiad - Non_incemnky 180805 1890505 4z
Hoyland S M UnR Linked Bond 00056543345 mRial - Non_indennily Cihe WoDonough 05005 05905 £1.10000
Pound. MK & Pourd. © Decrezsing Tem wih Critieal liness inikttzi - incennily Cike McDonough 100306 100905 %00
Pound, MK Fiesiioie Yhole of L 7259100l izl - indesmily Cike MoDoncugh QIM00E A0S 39000
Creang. T Personal Pension R - ngemRy Cine MoDonougn QNOBN0E - 250706 24000
W T RS MONgage {Re-Mngage; PRI - PIOUISN B2 W Angrew Brent O 5% £150000
MG 1Lt 10 Doy ¥m=rest ol MRS - Procuration e Wk Andrew Brert 150506 050306 £25000
LG By 10 4 et ey IIB] - ProCurEN B NIBTE A Brent 210805 DSUB0E 25000
Tomy Cheang Lip rom Fee Chen e Chert e Cine McDonougn 110706 439500
Geoftrey May Morigage Fee Client S Client fee. ark Andrew Brert ZEOTAOE £125000
Chrisiine Taylor Montly senvice fee Cllent %2 Citant e Shella Ancrews 70805 £75.00
Christine Tapor Monrily senice fee Cllent e Cliert fee. Shelia Andrews. 70005 7500
Hopidns, P Mad iSA SIBETSETE Renewal Snelia Andrews. OROR05  DBM206 219
Hopiins, P Maxd SA SIBETSETE inkial - regular Sneila Andrews OBORIO5  OF1206 750
Detwar P Up et Fea Client 0 Ciient e Cike McDonoughn 100a08 52500
Cavistre Tagor Mot sentce e cietre it R— o0 7300 |
Christine Tayior Moty sendos See Cilent e Chent fee Shelta Andrews. o7H108 7500 =
Christine Taylot onanly senvice fee Cllent e Client fee. Snelia Andrews P05 1]
Gemma Cilt Montly sendce fee Client e Cient fee. 0120 5000
Worth. 58 WorlL P Unit Linked Bond ERGTETEE izl - incesmily Mark Andrew Brent 280507 20T £150000
Com 1&Clak HP Uni Linked Bond Suspense ‘Shella Andrews QIMO0E 280505 im0
Det GP Inoome Protection Sumpenee Snelia Andrews Q1006 A00E 5300
Christine Taplor Mortnly sendos fee Clent e Client e Snella Andrews oraiar £75.00
Gemma Cim Monmy senace Be Clenxe Chert e T 5000 “
Chnsane Tayior Monmly sensce Be Clenm e Chert e ‘Sneilia Andrens: orozar 7500
Gemma CIR Moy senace e Clem e ‘Chent e owozar £5000
Chnstne Tapor Monmly senice e Cllent %o T e Shella Anarews orazar 7500
Gemma Cim Moy senace Be Clen e Chert e ovosar 5000

As before to conduct a search use both the margin (microwave) and the find
mode (filemaker menu bar - data - find - find mode).

This will have the effect of clearing the entire report ready to accept new
search details.
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[\ FileMaker Pro - [Commreciy
~y File Edit Data Help [-]

D@~ B &V|sR@]
Find
el e I e dia | 4 Retarn | S prine | Preview | BE]Eerace
Layout: || Schedule of commissiens due but unpaid between 01/01/2000 end 11/08/2008
|[REF Ca_+|
Contract | Effect.  Due Amount
L due

] Contract holder Contract type Policy number Transaction ‘Consultant date date
At IR T : ; i
L

Report tatal

1
Omit [
Symbols _#]

Script:

The example below shows how to find any unpaid procuration fee where it is
greater than £300.

51 Filebaker Pro - [Commed]

™! File Edit Data Help i L
|0 e - | & Y| 8B
Find
nlole i'Is
] 71 4 Return | &b prime | B Preview | [ E\::rE:[J
ki | Amounts due -
Layout: || Schedule of commissions due but unpaid befween 01/01/2000 and 11/08/2008
[REF Ca_»||
Contract | Effect  Due Amount
= Contract holder Contract type Policy number  Transaction Consultant date  date due
’ e L| T T i T, i 7 T i =
o I

i1 FileMaker Pro - [Comm

73| File Edit Data Help |

De-RR|yav | imi|lo | Ees|@®ssn| B

Browse | -

ITJV .i" Bl ssnsiineediie A Return | & Print | O Breview | Ewa::]
Layout; Schedule of commissions due but unpaid between 01/01/2000 and 11/08/2008
[REP_Ca +|
Contract / Effect. Due Amount
T Contract holder Contract type Policy number  Transaction Consultant date date due
;_ “ [ REgayment morigage (Re-mongags) il - Procursion e Wik Anirew Bret 150805 DSOBYGE £1.60000
Report total £1,600.00
Record:
i
Found:
Total:
52
Unsorted

8.3.1. Modify Search

When using reports you have the option to modify the search criteria that you
have entered. A report is in itself a "found set” the find criteria being set by
the scripting behind the report. Once the report has been run you have the
option o modify it.
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This report has been run for Amount due but not paid on the date range

1/1/2000 to 11/08/2008 for Skandia.

CAPITA

FINANCIAL SOFTWARE

Administration

Acministration = Reports > Commissions

Company | Adviser Introducer Region Branch Statements
Commissions Fees Fund based #Aged debt reports

hedule for {Provider) Skandia

paid from [ er] Skandia
f clawbacks recorded within date range

wed
wved

of amounts rec v product type

af amounts y product provider

f amounts received by bus

P g
o
X
i

-]
1]
it
in
[0}
o
c
A
1]

f amounts refcis

i 1 I 1 e

Report date... [01/01/z000[FE)|

date range [11/08/2008[EH]| Provider [SKAN

received by product group f remuneration basis

Data source |[Commrec

[y File Edit Data Help

De~BER|EE¥|iaB|v o =l

Amounts due | 4l Return | & Print- | El Preview, | E—::I:rzcl:
Schedule of commissicns due but unpaid between 01/01/2000 and 11/08/2008 from Skandia

Report total

Contract / Effect. Due Amount

Contract holder Contract type Policy number Transaction Consultant date date due
Hopkins, P Mad 158 SEETHETE Renewal Snella Andrews 0500906 061206 £0.10
Hopkins, P Mad 154 SIBETSETS niRial - reguiar ‘Snella Andrews 0509006 051206 750
‘iorih, B & WortL P Uni Linked Bond SIETETSE WHiiE] - indemniy hark Andrew Snant FOSOT 2057 £1,50000
Clark. 1& Clan. HP Unit Linked Bond ‘Suspense ‘Snella Andrews 01005 280805 £40300
£1,510.60

Once you have your report on screen you will see at the top of the screen the

filemaker toolbar

=
7l File Edit Data Help

0w ~B ||~

(= |

Lo EX]

Click into Data and then find and then Modify last find.
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[ FileMaker Pro - [Commred].

Tl File Edit Help
0 s - O I - sovcvoie o 5|0
ew i

ezl Sort Records... Ctrl+5 Find Mode Ctrl+F
Amounts ¢ [ Save as Excel.. Add Mew Request | Bprevien | Eestrac:
Sefedule of °q| ) Save as PDF... Modify Last Find Ctrl+R

) Berfartr Find Effect. Due Amount
Contract holde|  Advanced by v ; c date  date due
Hopkins, P Maxd iSA SIEETIETE Fenewal Snella Andrews 060906 0BN206 £010
Hogking. P Bl IBA SoETIETE nRia - reguiar Snella Ananews 050506 061206 £330
‘Wortn, B & Wor. P Unik Lirked Bond SETETES inkial - inderrly Mark Andrew Srent 80507 280507 £1.50000
Clark i & Clark. HP Unik Linked Bond Suspense Snella Andrews 011006 230806 24030
Report total £1.910.50

The search criteria is entered in the same way as for the "find" search. In the
example below there is a need to find any amount due greater than £500.

4l Return & erint | B Preview | 3] Extract
Amounts due
Schedule of commissions due but unpaid between 01/01/2000 and 11/08/2008 from Skandia

Contract / Effect. Due Amount
| Contract holder Contract type Policy number T i C Itant date date due
I Al i i i i i 13101720001 =50
ol
Report total

—_

Request:

1

Total:

1

Omit r

Symbols »

By pressing enter on the keyboard the report will now apply your new criteria to
the report, retaining the original report details.

"z FileMaker Pro - [Commrec]

7| File Edit Data Help
~ . R — Wiies = S— e | g e e | |
Dw-BR|FESV|ind|o x| B8 &HFCSR| 8|
Browse
[ e IS Kncainis dia A Return | & Prine | B Preview | (28] E.\':rsct]
Leyout: of due but unpsid between 01/01/2000 and 11/08/2008 from Skandis
[REP Ca |
Contraet / Effiect. Due Amount
- Contract holder Contract type Policy number  Transaction Consultant date  date due
il WO, B & WormL P LR Linkea 5070 SETETE I - ey M3 Anaren e 280507 2050 £1.50000
;5
Report total £4.500.00
Record:
1
Found:
it
Total:
52
Unsorted

As you can see from the example the report is still for Skandia between the
date ranges selected however it now only displays amounts greater than £500.
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9. USING A STANDARD MARKETING WIZARD

Within the Admin module is the marketing section. Under Wizards there are a
number of pre-set marketing campaigns that can be run.

CAPITA Administration

FINANCIAL SOFTWARE

Administration = Marketing = Wizards
I vant to set up a marketing campaign based on...
Ik Clients of who have plans due for review between 01/01/00 and 11/08/08
Marketi
L Ik Al plans due to mature or expire between 01/01/00 and 11/08/08
Ik &ll clients due for their next periedic review betweean 01/01/00 and 11/08/08
I All plans taken out between 01/01/00 and 11/08/08
Ik &ll mortgages under which the rate guarantes expires between 01/01/00 and 11/08/08
Ik All clients of who have no review date booked
Ik All plan holders currently aged between and
Ik Clients aged between and who do not have a plan
I want to create my own found set
v Search client records...
Ik Search holdings records...
Report date... [01/0 1._."2000- Product basis Age from...
... date range 11,."08_."2008- Provider [SKAN ... @age to
Adviser ref
Quit

The screen is split into fwo parts. The upper eight links need to be completed by
using the options at the bottom of the screen. The other two links below allow
you to create your own searches.

The example below is for all of Clive's clients with reviews due between
01/01/2000 and 11/08/2008.
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CAPITA Administration

FINANCIAL SOFTWARE

Administration > Marketing > Wizards

I want to set up & marketing campaign based on...

e ¥ Clignts of CMD whe have plans due for review between 01/01/00 and 11/08/08

A TR ¢ All plans due to mature or expire between 01/01/00 and 11/08/08

¢ All clients due for their next pericdic review between 01/01/00 and 11/08/08

Ik All plans taken cut between 01/01/00 and 11/08/08

¥ All mortgages under which the rate guarantee expires between 01/01/00 and 11/08/08
Ik All clients of CMD who have no review date booked

Ik All plan holders currently aged between and

Ik Clients aged between and who do not have a plan

I want to create my own found set

¥ Search client records...

¢ Search holdings records...

Report date...
.ao date range

Product basis
Provider

Age from.

. age to
Adviser ref iC

The information is returned in the list format with additional options at the
bottom of the page.

Found set

| Browse |

m o 2| Marketing campaign wizard
Layout: 75 ]

Imﬁ_,] =7 . Confirm

rogduct type

- -

i Hoyland, S M cMD Skandia Maxi ISA 04/09/2006

Patel, O cCMD Prudential Personal Pension 01/10/2006
]17

corresponding clients B omit all deceased [ do not mail records

At this point you have the option to omit any clients that you do not wish to
contact, or that have the deceased/do not mail flag logged against their record

To delete the records already flagged as deceased/do not mail use the link at
the bottom of the page.
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Browse |

mj_h!_| Marketing campaign wizard
Layout: 5 oo .
MEIrketinQJ : = Confirm

Found set

Hoyland, S M Maxi I5A 04/09/2006

Patel, O

Parsonzal Pension oi/i0/z006 I
]17

Ef Switch campaign to corresponding clients H omit all deceased / do not mail records

To omit individual records use the : = °™" | at the end of each record.

You now need to follow the four steps across the top of the screen to complete
the marketing wizard.

Marketin ancel wizard &
o
g e
[ Confirm
L" Found ==t
; iy renewsls between 01/01/2000 and 11/08/2008 by Clive McDonough
e =
Contract holder Advizer FroTe =y= px f o T Effective : Al
Hoyland, 5 M CMD Skandia Maxi IS4 p4/09/2006 i [£] Omit
Patel, O CMD Prudentizl Personal Pension oifi0/z006 : ] Omit

1. Confirm found set has been completed. (as above)
2. Campaign set-up. This will now check that you wish to use the list of client
found, just one client from the list or to cancel the marketing wizard.

Browse

el o]

Lenyout: =
[Mariceting_+ | = E Confirm

SR &3 B Found set

I. = faLy } 1/08/2008 by Clive McDonough
< L s Product type EFF
2| Hoyland, S M Skandia Maxi ISA 04/09/2006

rﬁﬁcm‘j Patel, D Prudential Parsonal Pension oi/10/z2006 i [E]oOmic
2
Found
Total
a0
Unsorted

Do you want to create a marketing entry for the CURRENT record,
or the entire FOUND SET?

| cancel || Fourdset | [ current |

72 The information contained in this document is the property of Capita Financial Software Ltd. The
contents of the document must not be reproduced or disclosed wholly or in part or used for

purposes other than that for which the document is supplied without the prior written permission of
Capita Financial Software Ltd.



\L SOFTWARE

3. Set standard Text. Here you will attach a letter already created and
saved in standard text for free type a new letter to be sent to all the
clients in the found seft.

Marketing campaign wizard Cancel wizard [

Campaign
set-up

How is this Mailshot to be " ]
: Initial action
followad-up?
Established [11/08/z008 [&|
Action by date -
Diary For the attention of [NO DATE

What communication type Communication method

is to b d?
5 b BE nss date [11j0g/z008 |E]
Cur reference
Private Message
Marketing records set-up:
Financial promotion Select campaign code® Please complete red highlighted fields before continuing,

Ok

Bl
3
[T
=

Complete the fields as required. If the compliance module is being used to
monitor campaigns select the campaign code from the drop down box.
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Marketing campaign wizard Cancal wizard
Canfirm Campaign e Set standard
Found set sat-up b=t zfziaz

How is this Mailshot to be
fallowed-up?

Initizl action |[Annuzl review
Established [11/08/2008
Action by date  [11/08/2008
Diary For the attention of |CMD

What communication type

Earali gy Communication method  [Letter

Letter date [ti/08/z008
Cur reference  |CMD
Private |Private & Confidentizl
Fa frim |Anna Maria Smith

Financial promotion Select campaign code® |

Type of carmmpaign

Type of promotion

Bescription

Furpose

=Carmpalgns ate sat up under Compliance > Financis! promotions. Complisnce plug-in reguired

Set standard
. text . .
Click onto the - a second time and you will see the letter

selection screen similar to the screen seen in work/tasks.
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Set standard Merge
text 9

“onfirmation 5!Cunﬁrmatinn of appointment

Our forthcoming appointment i £ Merge - Acct Client )
1 write to confirm the details of our forthcoming appointment: Merge - Acct Partner it
Purpose of the mesting: <<Client_MeetingReason==> Merge - Advice

Diate of the meeting: <<Client_MestingDate>> .
= M - Anal

Time: <<Client_MeetingTime>> RSt S Erals
Merge - Bank Client
If for any reason this appointment is not convenient for you, then please
rontact me == scon =5 possible to rearrange. Merge - Bank Partner

Merge - Clisnt =y
Wours sinceraly
Merge - Current User

Merge - Doctar Client

Merge - FactFind Cliznt

<< Cliznt_Adviser=> Merge - FactFind partner

1 Mext page b

4 Return to Campaign Set-up Marge data b

Select/type/create your letter using merge fields where required in exactly the
same way as in work/tasks.

4. Merge Data. Click onto the merge data link and you will be asked to
confirm that marketing records should be created for the found set.
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Marketing campaign wizard Cancel wizard []

Campaign 3
set-up 9 b

How is this Mailshot to be
followed-up?

Initial action |Annual review

Established [11/08/2008 |E]
Action by date [11/08/2008 [

Diary For the attention of |CMD

What communication type

eSS 4> Communication method  [Letter
is to be used?

Letter date [11/08/2008 [E]

Our reference  |CMD
Private  [Private

Message

Financizl promotion Salect campaign code®

Once the data has been merged you will get the option to view the letters or to
batch print them.

Marketing campaign wizard Exitwizard [

Congratulaticns, the marketing campsign is now complete,
You can view Letter dated 11/08/2008 for Sylvia Hoyland and manually select print /
preview options or batch Print all 2 Letters dated 11/08/2008

Select "Open marketing log entry" below to open the marketing record corresponding to
this Sylvia Hoyland.

& Batch Print all 2 Letters dated 11/08/2008

letters should be batch printed.

will ask you to confirm that these
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-

¢»| e

Batch print this letter?

You will then be asked to select your printer.

lPrI-F'It_

Print: |Records being browsed I

Printer

Mame: iF'DFCreator - | | Properties. ..
Status: Ready

Type: PDFCreator

Where: PDFCreator:

Comment: eDoc Printer [T Print to file
Print range Copies

@ all Mumber of copies: 1 z

Pages from: 1 to: 1

Mumber pages from:

OLE

[Tl Update all Links before printing | Ok |

—
| Cancel |

Once letters have been sent to the printer you will be returned to the merged
data screen.
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There is no option for additional formatting to these letters, they will print in
standard font and size.

I+ View Letter dated 11 August 2008 for Sylvia Hoyland
will allow you to scroll through the

letters, check that all merge fields have been added and amend any that have
missing data or need additional information.

ri';;'t FllehMaker Pro - [Market:
_'_:['_ File Edit Data Help

| O = = | = Yo% B E| oo | =
Browse 1) [0 B0 B oo 150090 0F 0 15 0009 00 0

Jo 2=l
Layout: | W merurn | Mexr b | &L Prine El Sp=tling ]

Eass

T3 0 0 18, 708

i ok (— == |
E= = .‘_“.l =

Onar red: CHADY
11 Apgust 20408

Selecting view opens up the
margin. Use the rollerdex to
scroll through the letters.

hirs 5 Bl Howland
1% Goddard Awvenne
Warford

WT3 SINE

Drear Sylvia

Onur fortheoming appointment
I werite to confurm the details of our forthcoming appointment:
Purpose of the mesting: Initial - Fact find

Date of the meeting: G8/082008
Time: 14:30

10. VIEWING THE CLIENTS MARKETING DIARY ENTRY

After entering a marketing campaign on the system each corresponding client
will now have an entry in their marketing diary.

To view this go to the clients file and select marketing - mailshots.
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CAPITA Client records

FINANCIAL SOFTWARE

L)}

ylvia Hoyland | &G} Ll

Clients D Clients > Marketing = Mailshots

Marketing Mailshots Meetings User defined

Cutstanding All
) + Add record

Action FAO

Annual review ams 11/8/08 Clive

Do not mailshot client [

Do not share client data [

If a date was set for the work to be done by then the marketing record will
appear in outstanding. All completed campaigns will show in the all tab.

To view the details of the campaign click into the relevant line, You will be able
to make any additional notes , complete the task or view the letter that was
sent.

11. CREATING A MANUAL CAMPAIGN USING THE DATA
TABLE

The process for creating your own marketing campaign is similar fo that of the
wizards, however, you are able to search for more detailed information.
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CAPITA Administration

FINANCIAL SOFTWARE

Acgministration > Marketing > Wizards

I want to set up 8 marketing campaign based on...

Ik Clients of CMD who have plans due for review between 01/01/00 and 11/08/08

b &ll plans due to mature or expire between 01/01/00 and 11/08/08

Ik &ll dients due for their next periodic review between 01/01/00 and 11/08/08

I Al plans taken gut between 01/01/00 and 11/08/08

Ik All mortgages under which the rate guarantes expires between 01/01/00 and 11/08/08
Ik All clients of CMD whao have no review date booked

Ik Al plan holders currently sged betwsen and

Clients aged betwsen and who do not have a2 plan

1 want to create my own found set

¥ Search client records...

Search holdings records...

Report date... IZI‘L-’CI].J"EDDD- Product basis Age from...
... date range l.l._-'CIEF.-"2DDE- Provider ... @ge to
Adviser ref |[CMD Intrizducer Branch

The example below shows the screen returned for Search the holdings record.
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Marketing campaign wizard Cance| wizard
[ — N
onfirm Camp=ign =
L ’ Found set 9 sat-up =}
&ll records listed 3= no search criteria specified
Contract holder Adviser Prowider Product type Effective
Tay, Tass Tiorwicn & Fetercorougn Buy To ST Lnterest omy sty Uis7 e
May., G and Farley, RC MAB Morthern Rock plc Buy to let Interest only 13/11/2003 E
May, G MAE Ipswich Building Society Buy to lat Interest only 03/06/2003 é
May, G MAB Morwich Union Life Increasing Term Assurance 0Z/02/2004 ? = omic
May, G B Farley, R C MAB Mationwide Building Society Repayment mortgage iz/os/ 2004 E = omic
Farley, R C MAB Zurich Level Term Assurance o01/05/2004 E = omic
May, G B Farley, R C MAB Morwich B Peterborough Buy to let Interest only i3/03/2005 é = omic
May, G & Farley, R C MAB Kensington Mortgage Buy to let Interest only i19/10/2005 = omic
May, G MAB Kensington Mortgage Buy to let Interest only 06.L2. 2002 E = omic
May., G MAB Morthern Rock plc Repayment mortgage 15/08/2006 = omic
May, G MAE Morwich B Peterborou Lok ko b Lok + 1 is5/08/2006 é = omic
May, MAB Platform Home Lo Cl /082006 =] Cmic
ick here to create
SAN Skandia /o9/z005 @ [ Omit
J
SAN Lloyds TSE Bank your own found set. yoa/2004 1 [ omic

/o6/1993 i [E] omit

The screen returned is similar P—— N
to when a pre set wizard is Pileste, o of e

ich Plc Repayment mortgage

selected. T

Fatel, O (=% ]s] Morwich Union Life Decreasing Term Assurance 01

13/07/1993 ! [H] Omic

is/09/2002 i H Omit
3.02.2004 | B Omic

Salf Invested Parsonal oS/ 2006 é = cmit

/2000 ! [ Omit

Patel, O CMD Select Pensions Limited Parsonal Pension P

sad [ do net mail records @E"‘, records:

B Switch campaign to corresponding cients E omitall 4

This takes you into a spreadsheet style screen where you will see more fields

3

Create a new found set

available for selection. Now using the option and
combining this with the search ftechniques as described previously in this guide
you will be able to conduct searches for more specific information,

Browse | -
['D— ! ,’\] ( Marketing campaign wizard h =
Lay;ut'. [El Return to Client Care Desktop systa
1Marke1ing__>_1l
SoL | status ___Policy holder ____ Surnams _ Clisntage Consultantref __ Productprovider | ProductBasis | productcatsgory |
€L (e GH clife 28 Norwich Union Life Bratsctien Group Income ¢
In force Clift. G H Clift 28 Natiomwide Building |Savings Individual Savings 1
Completad Clift, G H clif 28 Nationwide Building  |Martgags Repayment mortgage 1|
Record: In force Clift, G H Clife 28 Norwich Union Life Protection [Term Assurance il
|FT— |[inforce Hoyland, S M Hoyland 58 Scottish Equitable Retirement Personal Pension [
In farce Hoyland, 5 M Hoylang 58 Zurich Protection whole of Lif= ;
Total: Paid up Hoyland, 5 M Hoyland 58 XA, Retirement Section 32 i
i in force Hoyland, s M Hoylan 58 Canzda Life Retirsment Parsonal Penzion [t
Unsoted  ||Matured Hoyland, 5 M Hoylzng 58 Barclays Life Savings Personal Equity Plan ¢
In force Hoyland, 5 M Hoyland 58 Skandiz Investment Individual Savings 1
In force Hoyland, 5 M Hoyland 58 Thraadnezd Investment Investment Band i
||t Force Dent, G B Dent EH Nomwich Union Life Protaction Term Assurance i
1n force Dent, G P Dent 35 Zurich Retirement Personal Pension e
In force Dent, G P Dent EH Threadnzedle Investment Individual Savings |
In force Dent, G B Dent 25 Prudential Protection whole of Life F
1n force Dent, G P Dent 35 Norwich Union Life Brotection Inceme Brotection i
Completad Pound, M K & Pound, C | Pound EE} Abbey National Martgage Repayment mortgage |
Paid up Pound, MK Pound EE} Allied Dunbar Retirement Group Contracted In |t
Paid up Pound, © Pound 28 CMD Lloyds TSE Bank Investment Individual Savings 1

The “spr'eadshe_e‘r” displa;/e'd is foo Iarge_fo display in full on the screen and the
scroll bars along the bottom and the side need to be used to view all the
columns available.
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The example below shows all bonds held on a single basis with a contribution
greater than £2000.

r;'| FileMaker Pro - [Log]
™| File Edit Data Help = x
= L RES | . S, L . |
E-B R E ST BB = B B |
Browse s e A
DJJJ |ﬁ : Marketing campaign wizar
)
Marketing > || e el :
X
L3 Status Bolicy holder | Surname Clientage |  Consultantref |  Product provider | ProductBasis productcategary
A 1n force |Hoyland, 5 M |Hoyland |se lemo [Threadnesdle |Investment |Investment Bond |1
In force Daily , Daily 2007 Skandia |Tnvestment |Investment Bon: I
f |Dil |Dail | kand | | d |
~ 1n force |Pound, M K |Pound EE] |Norwich Unien Life |Tnvestment |Investment Bond Ju
Recond
[1
Found:
3
Total
80
Unsorted

Clle OnTO The D Return to Client Care Desktop system vie

Browse
IJ 21% Marketing campaign wizard
Layout: y ;

Mt ] 2 S B

All records listed as na search criteria specified

Hoyland, 5 M cMD Threadneadle Investments  Unit Linked Bond 06/09/2006 :
Record: Daily , 1 Skandiz Unit Linked Bond 07/02/2007 :
1 T
Pound, M K Norwich Union Life Unit Linked Bond 01.02.1990 :
Found:
Total:
80
Unsorted

Continuing the campaign from this point onwards is exactly the same as
previously described in this guide.
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FINANCIAL SOFTWARE
12. CLIENT SERVICING

Within the Clients Servicing screens there are a number of fields that can be
completed in order to record next review and valuation dates.

CAPITA Client records

FINANCIAL SOFTWARE

Sviviz Hoyland EL I_

mﬂrq D Clients > Servicing

Servicing ™ | Waluations Rewviews

Client servicing proposition Gold

Current client status Prospect

Consultant |Clive McDonough

Service manager

Is this a fee paying dient?

Date from which fees are charged - Ef Switch to Client feas

Client servicing

Ciate of next client valuation Following
Erovide valuations every maonths
Date of next client review Month

Review every months Faollawing |7

The top half of the servicing screen shows general information regarding the
servicing proposition for the client. The bottom half of the screen allows more
detailed information to be added around valuations and reviews.

To enter a review or valuation date, complete the date of next client
review/valuation field and the Review/Value in XX months.
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CAPITA

FINANCIAL SOFTWARE

Sylvia Hoyland E=1E I?_i—l I_

Clients > Serwicing

Servicing T Waluations

Reviews

Client servicing

K™

Service manager
Is this a fee paying client?
Date from which fees are charged

Date of next client valuation
Frovide valuations every
Date of next clisnt reviaw

Client servicing proposition Gald
Current client status Prospect

Consultant [Clive McDonough

o1/08/2008

=1 months

o1/09/2008

- Bl Switch to Client fees

Review awvery 12  months

Following

Quit

12.1. Reviews

CAPITA

FINANCIAL SOFTWARE

Client records

Clients - Clients = Servicing > Reviews

Servicing Valuations

L, Create a contract review schedule

Reviews )

A Section 22 Buyout plans$104  Paid up
< Barclays Life Personal Equity Plan Matured
Canada Life Personal Pension In farce
Scottish Equitable Personal Pension In force
Skandia Maxi IS4 In farce
Threadneadle Unit Linked Band In farce
Zurich Flexible Whalz of Life In farce

01/07 /09
01/05/09
01/08/08
01/06/09
04/09/08
06/09/08
01/03/09

01,/05/07

IF St all Next review dates to Next renewal date shown

Ik Set all Review dates to 01/09/2008

Quit

\

/
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All the clients current policies/holdings will be listed. Any review dates that
have been entered on the individual policies will pre-populate the screen.

If no dates have been entered on the individual policies then there are 2 other
options. Both shown as blue links at the bottom of the page.

Ik Set all Next review dates to Mext renewal date shown W|“ Tﬂke The I"eneWGI dC(Te Of The
policy as the review date and input this date info the review column.

I* St all Review dates to 01/09/2008 i
will set all the contracts to the same date as

specified on the servicing tab. This option is usually faken when an adviser is due
to visit a client.
At the bottom of the screen is a report that will give you a chart of the clients

£, Create a contract review schedule

review dates

4l Return & Print El Praview |

Contract Review Schedule

Schedule of contract review dates. Prepared for Sylvia Hotes

Parzansl Pansion - Canada L% (04052008 Shvis Mary,

Mand [SA - Skandla (T Syhvia Mary,

Uinit Linked Band - Ty 5 (05/0%/2008] Syivia Mary,
Fieximie Whale of Lite - Zu Syivia Mary,
Personal Equity Pian - Syivia Mary,
Personsl Pensian - 52 Syivis Mary,

Saction 32 Suyout MANSE108 - 43 (71 Syhvia Mary,

12.2. Admin reviews section

The admin area within CCD contains screens and reports to help you to
remember to contact your clients when they are due to be reviewed. Within
Admin Reviews you will see a series of screens outlining when clients should be
contacted.

The first screen shows any clients due for review within a specified month and
year. These dates can be changed using the arrows next to the relevant box.

85 The information contained in this document is the property of Capita Financial Software Ltd. The
contents of the document must not be reproduced or disclosed wholly or in part or used for
purposes other than that for which the document is supplied without the prior written permission of
Capita Financial Software Ltd.



CAPITA

FINANCIAL SOFTWARE

@ quaysoftware

CAPITA

FINANCIAL SOFTWARE

Administration

< Admin. ﬁ Ment reviews

®| Renewals Maturities

Client Introducer
Sylwia Hoyland Mo introducer

Review month 4| 3 ¢ Year 4| 2008 »

Clive McDonough

—_

rint a list for

Pri )
the month.

Quit & Print client review list

Raview date
01/09/2008 EP

Mtch to Clignts = Contact

Renewals, maturities and valuations display in the same way as the clients with
the option to print lists as required. The only difference being that on the
valuations tab the date is set daily or for the next 7 days and not for a month

at a time.

13. VALUATIONS

13.1. Scheduled Client Valuations

In the valuations tab there are 2 sections Select and Selected. Initially you
need to go to the select tab. Here will be list of all the clients policies/holdings.
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FINANCIAL SOFTWARE

CAPITA Client records

FINANCIAL SOFTWARE

Bylvia Hoyland E I_

Clients = Servicing > Waluations > Select contracts
e —

— —
Selected ‘@)

Provider Contract type

Status Valuation

AR, Section 22 Buyout plans5104 Paid up 78,025.00,

Barclays Life Personal Equity Plan Matured 20,823.60
Canada Life Persanal Pension In force 43.830.00
Scottish Eguitable Personal Pension In farce 62.201.09
Skandia Maxi IS4 Inforce 96,72
Threadnesdls Unit Linked Bond In force 338.24

Zurich Flexible Whele of Life In force

Mark the check box for each policy/holding that will require valuation. These
will now appear in the Selected tab.
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CAPITA

FINANCIAL SOFTWARE

=l

0]
[

I
Q
[T
2

il
[T

Clients

- Cliznts = Servicing = Valuations

Servicing Valuations *

< Selectad }

Select

Reviews

Ll Provider
Scottish Equitable
A,

Canada Life
Barclays Life
Skandia

Threadneedle

Contract type

Personal Pensien In force 62,301.00 Ii
Section 32 Buyout plan$$104 Paid up 7gozsoo
Personal Pension In force 43 890.00 li
Persenal Equity Blan Matured 20,83232.60 li
Maxi 154 In force serz[
Unit Linked Bond In force zze24[

&, Valuation of the client's contracts

Status Waluation Mext

Ik Sat all next valuation dates to Friday 01 August 2008

If any policy valuation dates have been set on the individual policy/holding then
these dates will have fed through to the selected screen. Using the blue link

Ik Sat all next valuation dates to Friday 01 August 2008

at the bottom of the screen will

insert the next due valuation date as set on servicing tab.
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FINANCIAL SOFTWARE

Clients ¥ Clients > Servicing > Valuations

Servicing ‘Valuations ¥ Reviews

Selected Select
| P ider Contract type Status Valuation Next
Scottish Equitable Personal Pension In force 62,201.00 [01/08/08
AXA, Section 32 Buyout plan$5104 Paid up 78,025.00 [01/08/08
Canada Life Personal Pensien In force 43,890.00 |01/08/08
Barclays Life Personal Equity Plan Matured 20,833.60 [01/08/08
Skandia Maxi IS4 In force 96.72 |01/08/08
Threadneedle Unit Linked Bond In force 338.24 [01/08/08
2, Valuation of the client's contracts  IF Set all next valuation dates to Friday 01 August 2008

These will appear in the admin reviews tab as specified above.

13.2. Using Financial Express to Value holdings

The financial express download performs several functions.

» Deletes the existing fund data table.

» Imports the new fund data table from financial express.

* Updates fund attached to clients holdings with the new bid price (and
therefore a new value) where an exact match can be made between the
fund attached to the holding and the fund information on the fund data
table.

To access the financial express price feed you will need o go to the Updates
module from the main CCD menu.
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FINANCIAL SOFTWARE

CAPITA updates

FINANCIAL SOFTWARE

Data Update Manager

Send or reguest information electranically betwesn data soorces such as

Product Providers and your website

Select the
price
update link.

I want to...

¢ Update components of the Client Care Desktop kb
I Update my webe ik Eolicot el

L, S Y EL T ptiing s records

Ik Obtain up to date valustions for the contracts due to be reviewsd today

b Impaort / batch update scheme membership

@) Tell me sbhout using eledronic valuations in Client Care Deskiop

w Tell me more about electronic valustions and other data feeds

@) Tell me more about the Guay Modular Website

Bt
BE
Reat

You can select o download the price update from the front screen or select
valuations from the menu on the left hand side.
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FINANCIAL SOFTWARE

CAPITA

FINANCIAL SOFTWARE

Send or requ

m

st information to or from varicus destinations or data sources

Updates Updates > Valuations = Fund prices

[ —
< S Individual Bulk {¢'

Download update file
¥ Download a Price update from Financial Express

A license is required to use this service

License status |Enab|ed

Process fund update sutomatically after download E
has been processed.

More information

@) Tell me more sbout the Financial Express dats fead

Quit

CAPITA

Data updates
FINANCIAL SOFTWARE

Updates. ¥  Updates

Data update manager

The request has been submitted to the data provider selectad.

Quay message alert
l@ MNeww Message:

Q55 =

2

e 132

(Example message]

When this message is received
in the bottom left of your
screen go to the received
section of updates.

m whilst your request is processed
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CAPITA Data updates

FINANCIAL SOFTWARE

Updates = Data updates received

Data vpdates received and waiting processing for user : ams

==

To process the financial express
download, select it from the list.

Do not automatically create new client records B

General updates Portavista Cpenwark

Once the update is started it will automatically run through each step as below.

CAPITA

FINANCIAL SOFTWARE

Data updates

Updates > Data updates received

Data updates received and waiting processing for user : ams

Contract Enquiry Contract Enquiry 11/08/08 17:11:44

Contract Enquiry Contract Engquiry i1/o8/o8 17:13:35
Q5S Financial Express Fund Price update 12/08/08 21:00:00

Delete

The first step is to delete the
current fund data on your
system.

Records remaining to delete: 61672

General updates Portavista Cpenwark

Contract Enguiry Contract Enguiry i11/o08/o8 17:11:44
Contigohliaaaery Contract Engquiny 11705 2 = il

< Qss Financial Express Fund Price update iz/08/08 21:00:00
T — L
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CAPITA Data updates

FINANCIAL SOFTWARE

Updates > Data updates received

+  Message sende

Contract Enquiry Contract Enquiry 11/08/08 17:11:44

Contract Enguiry Cantract Enquiry 11/08/08 17:13:35
Q55 Financial Express Fund Price upda /

Import

Importing From: EnvoyData.

Records Remaining: 78283

It will then import the updated
fund information.

General updates Portavista

Openwork

CAPITA Data updates

FINANCIAL SOFTWARE

Updates = Data updates received

Data updates received and waiting processing for user : ams

Contract Enguiry Contract Enguiry 11/08/08 17:11:44
Contract Enguiry Contract Enguiry 1i1/08/08 17:13:35

Qss Financial Express Fund Price update i12/08/08 21:00:00

Replace

The funds will be updated in your
system which will update the
client's policies.

Records remaining to update:

Do not

General updates Portavista Openwork
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FINANCIAL SOFTWARE
14. CONTRACT ENQUIRY

In order to use contract enquiry you must first ensure thayt you have signed up
for this free service with the relevant product providers. You will also then
need to configure your individual machines ready for use.

Documentation on how to sign up and implement contract enquiry can be found
on our web site www.quaysoftware.co.uk in the downloads section.

Once signed up for contract enquiry there are a number of options available in
order to get information from the contract enquiry providers.

The first method is to connect to contract enquiry using the "CE" icon which you
will find in your systems tray.

M e FABE ULl A

This method is designed to get individual valuation information one at a fime on
an ad-hoc basis.

Once you have clicked on the icon the following screen will appear.
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FINANCIAL SOFTWARE

E Quay Contract Enguiry Utility
File Settings Tools Help

Frovider:

Product Type: i |Fvestmnent Bond

Product Sub Type: *Llnit Linked Bond L]

Contract Reference: J

I+ Request vValuation
Provider's Response:

[¥ Show wvaluation in browser

[ Export valuation to back office

You will need to select the Provider, Product Type and Product Sub Type from
the drop down menu's and then type in the Contract reference number. You must
type the contract reference number in full as supplied by the provider. Also

. [v Show valuation in browser
select how you want the valuation returned.

[ Export wvaluation to back office or select both 1'096'”’\6!".

¥ Show valuation in broy :
v Showvalustion in browser il produce an on screen valuation indicating the

client's contract details and fund information.

[ Export valuation to back office . . .
is ticked then the system will produce an entry

back into CCD and will update the client's holdings information.

o b Request valuation .
Once you have completed all details click on the P link

The system will now connect to the providers server.
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FINANCIAL SOFTWARE

E Quay Contract Enguiry Utility

File Settings Tools Help

@ quays

Provider: ] Skandia-Life Li

Contract Enguiry

Product Type: J |Fveztment Bond _Y_J

Product Sub Type: |[ETiee ==t

Contract Reference: JSIBDDEISEDEMS

Provider's Response:

Connecting to server "

¥ Show valuation in browser

Hide [¥ Export valuation to back office

When the ¥ Bxportvaluation to back office  [ink has been selected a confirmation

message will pop up informing you that a message has been received into CCD.

Quay message alert

0 Mew Message:

Contract Enguiny =

|

Once this message is received then the contract enquiry window will confirm its
status in the Providers response box.
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FINANCIAL SOFTWARE

E Quay Contract Enguiry Utility lﬂlﬁ

File Settings Toocls Help

Prowvider: | Skandia-Life _v__]

Product Type: 1 Investment Bond L]

Product Sub Type:

Contract Reference: 1SIBDDE|35EIEI43

¢ Request-valuation

Frovider's Responze:

Succeszziul Enguiry -
Thiz statement shows the investment allocation far pour plan, |
The allocation is notional and does nat confer any rights distinet —
from those zet out it the policy terms and conditions. This L

¥ Show valuation in browser

Hide ¥ Export valuation to back office

- £

If you have also ticked ¥ Shew valuation inbrewser yhon on screen a valuation
report similar to the one below will appear.
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Valuation Report

Valuation

Current contract status: In Force Date: 11/02/2008
Contract holder: Mary Demo Black Time: 17:13:35
Contract provider: Skandia-Life

Contract number: SIBO09350943

Product type: Investment Bond

Product subtype: Unit Linked Bond

Current holdings

EiE T'_jli}a of Nul_'m:rer of Units vahd I.l_nil Price vald Current Valuation
units held units held at (date) price (date) value currency

Balanced Accumulation 14 4084 | 11/08/2008 7.8380 | 11/08/2008 110.05 GBP

Creposit Accumulation 262599  11/08/2008 4 3220 | 11/08/2008 113.50 | GBP

Cautious Life Accumulation 45 49577 | 11082008 24770 | 11108/2008 112.69 | GBP

Current surrender value ()

Surrender value

Surrender value amount A

Surrender value terminal bonus [ETEY

Surrender value total exit charge amount Pl

Surrender value timestamp [RTEY

If you have chosen to export the information from contract enquiry back into
CCD then you will now need to go to the Updates Received area of the system.
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CAPITA Data updates

FINANCIAL SOFTWARE

’Updates = Data wpdates received

Data updates received and waiting processing for user : ams

Contract Enquiry Contract Enquiry 11i/08/08 17:11:44
Contract Enguiry Contract Enguiry 11/08/08 17:13:35

Do not automatically create new client records E

General updates Portavista Openwork

To process the download simply click onto the relevant message the system will
populate the details back into CCD. If there is a problem with any of the
messages, details are missing or incorrect then a message informing you of the
problem will be displayed.
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15. BULK VALUATIONS

By selecting the contracts to be valued in the clients servicing section of CCD
and setting the next valuation date you will be able o take advantage of the
bulk updates facility in the updates section of CCD. To see these entries go to
the Updates Valuation screens.

CAPITA Data updates

FINANCIAL SOFTWARE

< e Request electronic valuation details for the cases shown

Updates Jpdates = Valuations
q Individual b Bulk Prices

Due today By Provider By Consultant Service Manager Scheduling
! Contract holder Provider and Contract type Consultant
Hoyland, S M Scottish Equitable Personal Pension Clive McDonough B2
Hoyland, S M AXA Section 32 Buyout plans5104 Clive McDencugh B
Hoyland, 5 M Skandia Maxi I54 Clive McDonough B
I+ Process the valuations for the 3 records listed
@b Manual 4foi/0s/z008 ¢

Quit

All valuations selected as due today in the Clients servicing section will appear in
either the electronic or manual tabs of the Updates Valuations.

Under the electronic valuations all contracts that can be valued by Contract
Enquiry will be listed. This list may comprise of more than 1 client.

To process all the contract enquiry valuations on bulk click onto the

I Process the valuations for the 3 records listed llnk Thls Wl“ TC(kC YOU Thl"OUgh to The BUIk
contract enquiry screen.
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FINANCIAL SOFTWARE

@ (0) Quay Contract Enquiry l ==l

File Settings Tools Help

@ quaysoftware - Contact Encuiry

Queued (0) ™ Unsupported (3) Failed (D) Completed (0)

Quit

All the contracts waiting for valuation via contract enquiry will be listed here

click onto the . All the valuations will then carry over to
the received tab in the updates section ready for update to the clients holdings.
Any contracts that cannot be valued via contract enquiry will be listed on the
manual tab. You will need to perform manual valuations on these before
proceeding.
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FINANCIAL SOFTWARE

CAPITA

Data updates
FINANCIAL SOFTWARE

Request electronic valuation details f

Q
by
[=d
=
m
al
o
n
m
n
in
=)
Q
=

Updates ¥ Updates > Valuations

\Yaluation: Individual | Bulk Prices

Cue today By Provider By Consultant Service Manager < Scheduling >

Contract holder

Provider and Contract type Consultant

Hoyland, S M
Hoyland, S M

Canada Life Personal Pension Clive McDonough B2

Clive McDenough B2
Clive McDenough B

Barclays Life Personal Equity Plan

Hoyland, S M Threadneedle Inwestments Unit Linked Bond

& Print valuation review list

Electronic Manual

d[o1/09/2008 3

Once all the valuations have been completed go to the Scheduling tab
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FINANCIAL SOFTWARE

CAPITA

FINANCIAL SOFTWARE

Updates ~ Updates = Valuations > By Service Manager

Individual Bulk Prices

Due today By Provider By Consultant Service Manager Scheduling

Set next valuation date ...

Valuations listed as at |Monday 01/05/08 - Electronic |2
Manual |2

b Set all waluations due on 01/03/08 to the next scheduled* date

Ik Set all waluations dus 01/09/08 to next fall due on |01/01/2000 -

Quit * According to the client service settings

On the scheduling tab there are 2 options for resetting the valuation dates for
all the contracts listed for valuation today.

» Sat all valuations due on 01/09/08 to the next schedulad* date

This option will look at the
“rule” set up in each clients servicing details and re-diarise the valuation
accordingly.

I Set all valuations due 01/09/08 to next fall due on [01/01/2000 -
Here you have the

option o move all the valuations due today to another date on mass. This is
especially useful if there is staff sickness/holiday and you want to move the
diary forward a couple of days.

To demonstrate this below is a screen shot of the clients valuations set in

* Set all valuations due on 01/0%/08 to the next scheduled* date

servicing after has been
selected.

103 The information contained in this document is the property of Capita Financial Software Ltd. The
contents of the document must not be reproduced or disclosed wholly or in part or used for
purposes other than that for which the document is supplied without the prior written permission of
Capita Financial Software Ltd.



CAPITA

FINANCIAL SOFTWARE

CAPITA Client

FINANCIAL SOFTWARE

lients = Servicing

Servicing ™ “Waluations Reviews

i

Client servicing proposition [Gold
Current client status Prospect

Consultant [Clive McDonough

Rules set for
valuations.

Service manager |

Is this a fee paying client?
m which fees are charged ER Switch to Client faes

Client servicing

Date of next client valuation |01/09/2008 - Following
Provide valuations every IE_ maonths
Date of next client review |01/09/2008
Reaview avery IF maonths

CAPITA Client records

FINANCIAL SOFTWARE

Sylvia Hoyland EL |_

Clients w  Clients » Servicing > Valuations

~— |
Servicing ‘ Reviews
Selected Select

! Provider Contract type Status Valuation Wext

Scottish Equitable Personal Pension In force 62,2010 [02/03/09

AXA Section 32 Buyout plan$$104 Paid up 78,0200 [02/03/09
Canada Life Personal Pension In farce 43,89@9.00 ,m
Barclays Life Personal Equity Plan Matured 20,821.60 [02/03/09
Skandia Maxi 154 In force 72 [0Z2/03/09
Threadneedle Unit Linked Bond In force 2 ,m
2, Valuation of the client's contracts ~ * Set all next valuation dates to Monday 01 September 2008
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contents of the document must not be reproduced or disclosed wholly or in part or used for
purposes other than that for which the document is supplied without the prior written permission of
Capita Financial Software Ltd.
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Prices

Due today By Frovider By Consultant Service Manager Scheduling

Contract holder

Provider and Contract type

Consultant
Hoyland, 5 M

Scottish Equitable Personal Pension Clive McDonough B3
Hoyland, 5 M AXA Section 32 Buyout plans$104 Clive McDonough B2
Hoyland, 5 M Skandia Maxi ISA

Clive McDonough B

b Process the valuations for the 2 records listed
Electronic Manuzl Cl Dz/03/2009 r)
~—— —

As you will see from the clients record the front “rule” screen has not changed

but the dates set for each contract to be renewed have changed and carried
forward in the valuation diary in the updates section.
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